How to Import Bank Statement

This will guide you on how to setup your bank statement in the Bank File Formats screen and import the Bank Statement based on that setup to mark
transactions cleared by the bank.

1. From Cash Management module > click on Bank File Formats menu.

2. If this is the first record you are to create, it will open directly on new Bank File Formats screen where you can then add the bank file format

record. Otherwise, it will open the Search Bank File Formats screen where existing bank file formats are displayed. Click the New toolbar
button to open the new Bank File Formats screen.

3. In the new Bank File Formats screen,
a. Type in the Name you would like to call that Bank File Formats record in the Name field.
b. Inthe Format combo box field select Bank Statement.
c. Inthe File Type combo box field select CSV.
d

. In the grid area > Check Record tab, specify your bank statement setup. This is a sample of how your setup would be.
Bank File Formats - Test File Format

MNew Save Search Delete Undo Import Export Close

Details | Audit Log (3)
MName = Test File Farmat Format  Bank Statement v FileType | TXT v
X Remove & MovelUp < Move Down
FieldNumber | Length | Type® Description Field Name Format Filler Side Active

1 15 Field Bank Account Number Bank Account Number v
2 10 Field Check Number Check Number v
3 10 Field Amount Amount £#20.00 |
4 20 Field Payee Payes L
5 10 Field Transaction Date Check/Transaction Date  MM/dd/yyyy 7
0 0 Selectatype

e. Click Save toolbar button to save the bank file format record.
f. Click Close toolbar button to close the screen.
4. Open the bank account you will want to make a bank reconciliation.
a. From Cash Management module > click on Bank Accounts menu.

b. When Search Bank Accounts screen opens, select the bank account you will want to make a bank reconciliation and click Open
Selected toolbar button.

Bank Accounts screen opens displaying the selected record. In the Electronic Bank File Information panel > select the bank statement
setup from the Bank File Formats screen. The one created on Step 3.

Bank Accounts - Fifth Third

C.

A D0 x
New Save Search Delel Undo Bank CheckAudit Recondiation Register Close
Detis || CheckLayous | AuditLog(6)
Bank Name GL Accounts
Account Holder GL Account * Q
AccountNo sD
Check Number Range
Balance
Consact S Starting Check Na 1002
. Ending Check No
Search Address | Enter address 1o search e 1005
Address 720 East Dupont Rea @ | NextCheck No 1003
CheckNo. Lengeh
Number of Checks 47 Crese
Gy Fort Wayne SN Enable MICR Printing [/
Zip/Postal 46825 Country  United States v
Backup Check Number Range
Phone 2601497-9283 Fax
Starting Check No 0
Website hespsiffrw.53.com/ 4 N
. = | Ending Check No 0
s Number of Checks Apply
SWIFT Comments
Electronic Bank File Information
Formats Company 1D
BankStmt | Test File Format |~ ||| Bank Name
ACH/NACHA |ACH Balaneed ||| | TransicNo
Posicive Pay ]| Nexsvo B
?2 & O B Ready Page 1] of1

d. Click Save toolbar button to save the changes made.
e. Click Close toolbar button to close the screen.
5. Open the Bank Reconciliation screen.

a. From Cash Management module > Activities folder > double-click on Bank Reconciliation menu.
b. Bank Reconciliation screen opens.



Bank Recon

Unreconcile Print ~ Search

In the Bank Account field select the bank account you will want to make a bank reconciliation.

Clear Range

Import

Detalls | Attachments (0)
Bank Name

Bank Account [Statement Date
1255265245 v |7r2s2017 [ [ hira

35 Payments and Debits

Wi Clear All [ ClearNone + Add B8 View | Filter (F3)
Clear [ Date~ | Numper Payee Descripton
Q ¥ o Deily trade pro.
v o TestPayment
Q Aot PayeeTest
Q @ o Transtert
Q ss12017 Fort Wayne Offc
Q v s TestPayment
Q 6132017 PayeeTest
Q v s Transtert
Q ¥ snanor Test Payment
Q &142017 PayeeTest
Q v ensnom TestPayment
Q v ensnor Transtert

23 Payments Cleared

Prior Reconciliation Ending Balance

0.00

Cleared Payments

Bank Statement Ending Balance Uncleared Payments

Q [ Ready

GIL Account G/L Balance Bank & G/L Balance Difference
10002-0000-000 60310.70) 0.00
81 Deposits and Credits
51 | @ ClearAl [JClearNone + Add B8 View | Filer (F3) 22

TransactionType | payment Clear [Date | Numoer Payor Descripron | TransaczionType | Deposit
Bank Transacton 07 2l W iz Watch 18 BankTransacton 2578125 =
Bank Transaction 10000 1| Q& 7o Dailytrade pro...  Bank Transaction 150000
Wisc Checks w000 Il Q W sany Bank Deposic 58750
Bank Transter W. w50 1| Q@ amao TestDeposit  Bank Transaction 15000
scH 6146 M| Q W antao7 testsmoke3  Bank Transaction 24000
Bank Transaction 10000 | Q & ammon testsmoke2  Bank Deposic 25000
Misc Checks 000 QW anteoy testsmoke2  Bank Deposic 15500
Bank Transter W. =50 |Q W ammo testsmoke2  Bank Deposic 50000
Bank Transaction 0000 |Q P ammon testsmoke 1 Bank Deposit 150000
Misc Checks 000 QW anteoy testsmoke2  Bank Deposic 2000
Bank Transaction 10000 | Q W ammon testsmoke2  Bank Deposic 15500
Benk Transfer W. w50 |Q ¥ ammon testsmoke2  Bank Deposit 50000

T260082| 21 Deposics Cleared 72,655.82.

. Cleared Deposits = Ending Balance Per Reconciliztion
72,600.82 7265582 0
. Uncleared Deposits - Bank Accoun Balance - Difference

6036570 0.0, 60310.70) 0.00

d. Say this is the bank reconciliation file to import.

File Edit Format View Help

125-526-5245,00001002, -25171.65,5almon Creek 0FFice,B?f86j28171

Click Import toolbar button and select the file mentioned on Step 5.d. Then click Open button on the lookup screen.

[Ir——
Reconcie print Search  ClearRange | mport
Detais | Aachments (0)
Benk Account Starement g Benk Name 6L Account GILBalence Benk & G/L Balance Difference
1255265245 | 7607 10002:0000-000 5031070 000
12 Payments and Debits 0 Deposits and Credits
@ Cear Al ) ClearNone + Add 38 View | Fiker (F3) 50| @Ceral OGeorNone +Ads BVew |Ficer ()
Geor | Date | Numoer Payee cpton | TransactonType | payment ||| Clear | Dotes | Numoer Payor Descrpton | Transacton Type Depoz
Q aninory Payes Test Mise Checks 1000
Q 0 smaor Fertwiayne offc s
Q 6132017 Payes Test s Crecks 1000
Q 6nazor7 Payee Test ecks 1000
Q 61672017 PayeeTest Wisc Checid
1 B Desktop » v ¢ | SeachDesitop »
Q 62772017 Payes Test Mise Checks
Organize = Newfolder )
Q 0 e PayeeTest Vi Creces R it 3p8 secuntycosese R
e Favorites JPEG image 3381
Q 742017 office 4P payment p
M Desiop 2268 11/972015.9:46 AM
Q 0 ez Sroun SrotnersFars sereymerd] (4 Downloads Spotity —
44 Shortcut Tect Document
Q ¥ w7 ooooto02 Saimon Creek Office: 4P Paymen i Recent places H 182KB 7 bytes
Q 0 msaon PayeeText [ TestEngineis . Testenginest
1 This PC ISFile Tect Document
g Desktoy
1 Payments Cleared b ? Texe e
) Documents o TeFiormatot . TMEsport - Consolest
Prior Reconcliation Ending Balance Cleared Payments + 8 Downloads Tt Document Tet Document
55,00 2517165, b Music S2bytes 29bytes
i Seatement Encing Balance clesred Payments . . Pictures L oa0s0Tee Updated CandidateIformation
Bank S  Enchrg Bl Uncloared Payr e Ew Text Document Sheet 2017-Aguileraalsx
0 3519405, 8 Videos . b Microsoft Excel Workshest v
il name: TetiFomatoct V] [t a

® A progress bar will be shown to show the progress of selecting transactions to clear base on the imported file. Once it is done, all transactions

that matched the Bank Statement file imported will show the Clear checkbox as checked.

Bank Recon

Recondle Princ Search Clear Range Import

["Detais | Attachments (0)
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1 Payments Cleared
Prior Reconcilstion Ending Balance Clesred Payments .
55,00 2517165
Bank Statement Ending Balance - Unclesred Payments .
0 3519405
2 ) Ready

/L Account

G/ Balance
10002-0000-000
0 Deposits and Credits.

[ Clear Al [ ClearNone  + Add

2 BView | Filcer (F2)

Payment Clear | Dot~ | Number Payor
1000
Ers
1000
1000
1000
1000
1000
1000

1552758

1912491

2517165

1000
25,171.65

Cleared Deposits

Uncleared Deposits Bank Account Balance

Ending Balance Per Reconciliztion

Bank & G/L Balance Difference
6031070 0.00
Description Transaction Type Deposit
0 Deposics Cleared 0.00
2511665
- Difference
6031070 25,116.65




This will guide you on how to setup your bank statement in the Bank File Formats screen and import the Bank Statement based on that setup to mark
transactions cleared by the bank.

1. From Cash Management module > click on Bank File Formats menu.

2. If this is the first record you are to create, it will open directly on new Bank File Formats screen where you can then add the bank file format

record. Otherwise, it will open the Search Bank File Formats screen where existing bank file formats are displayed. Click the New toolbar
button to open the new Bank File Formats screen.

3. In the new Bank File Formats screen,
a. Type in the Name you would like to call that Bank File Formats record in the Name field.
b. In the Format combo box field select Bank Statement.
c. Inthe File Type combo box field select CSV.
d.

In the grid area > Check Record tab, specify your bank statement setup. This is a sample of how your setup
Bank File Formats - miCash

would be.

New Save Search Delete Undo Import Export Close

Details Audit Log (8)
Name: | miCash Format  Bank Statement ~ | File Type: | TXT ~
X Remove A MoveUp -+ Move Down
Field Number Length Type Description Field Name Format Filler Side Active

1 30 Field Bank Account Number v
2 30 Field Check Number v
3 30 Field Amount $555cC v
4 30 Field Payes o
5 20 Field Check/Transaction Date  MM/ddfyyyy o
o 0 Selectatype

e. Click Save toolbar button to save the bank file format record.
f. Click Close toolbar button to close the screen.
4. Open the bank account you will want to make a bank reconciliation.
a. From Cash Management module > click on Bank Accounts menu.
b. When Search Bank Accounts screen opens, select the bank account you will want to make a bank reconciliation and click Open
Selected toolbar button.

Bank Accounts screen opens displaying the selected record. In the Electronic Bank File Information panel > select the bank statement
setup from the Bank File Formats screen. The one created on Step 3.
Bank Accounts - ABC Bank

C.

A~ O x
New Save Search Delete Undo Bank MICR CheckAudit Reconci Register Close
Details | Audit Log(11)

Bank Name:

GL Accounts
Account No:

Currency: [USD |+

GL Account: 10001-0002-000 v
Balance: 2405.91  Acive: [V
Contact test Check Number Range
Address: () rairoad Starting Check No: 1
Ending Check No: 25
Zip/Postal 00601 | Ciy: Adjuntas Next Check No: T
) Check No. Length:
State/Province: |PR Country:  United States ~
Number of Checks: 5| | create
Phone. Fax:
Enable MICR Printing: [/
Website &
Ermail: = Backup Check Number Range
Electronic Bank File Information Starting Check No: 0
e Ending Check No: 0
Company ID:
BorkStmt || miCash || gank Name Number of Checks: Apply
ACH/NACHA ¥ ||| TransitNo: 321654987 Comments:
Positive Pay > ||| Nexe No o
@ O B Ready
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d. Click Save toolbar button to save the changes made.
e. Click Close toolbar button to close the screen.
5. Open the Bank Reconciliation screen.
a. From Cash Management module > Activities folder > double-click on Bank Reconciliation menu.
b. Bank Reconciliation screen opens.



c. Inthe Bank Account field select the bank account you will want to make a bank reconciliation.

Bank Recon

Reconcile Print Search

Details | Attachments (0)

Bank Accoun

@0 9

Ready

0 Payments Cleared:

0.00]

Statement Date:  Bank Name: G/L Account: G/L Balance:
06/28/2016 |3 |ABC Bank 10001-0002-000 240591
13 Payments and Debits 2 Depesits and Credits
A Clear Al [] ClearNone  + Add 88 Lsyour Q| Filter Records (F3) Clear Al [] ClearNone + Add 88 Leyout Q| Filter Records (F3)
Clear | Date Number Payee Transaction Type Payment Clear | Date Number Payar Transaction Type
Q 06/14/201... 00000003 Misc Checks 1m0 5 Q 06/14/201... Bank Deposit
06/14/201... 00000004 Franks Fertilizer AP Payment s0 H|||Q 06/23/201... Bank Deposit
Q 06/14/201 Franks Fertilizer  ACH 2600
Q 06/14/201... Brian ] Quam Direct Deposit 312284
Q 06/14/201... 00000005 Carolyn RFrahm  Paycneck 116230
Q 06/24/201 062116cc Bank Withdrawal 223
Q 06/24/201... 00000006 Misc Checks 14016

0 Deposits Cleared:

Prior Reconciliation Ending Balance Cleared Payments + Cleared Deposits = Ending Balance Per Reconciliation
0,00 0.00 0.00 0.00
Bank Statement Ending Balance Uneleared Payments + Uncleared Deposits - Bank Account Balance - Difference
0 3,682.38 15,150.00. 2,405.91

Bank & G/L Balance Difference:

0.00

Deposic
150.00

15,000.00

9,061.71

d. Say this is the bank reconciliation file to import.

File

Edit Format View Help

22336655, 00000004, 2500, Franks Fer‘tilizer‘,BS/irﬂ-/ZBiB‘

e. Click Import toolbar button and select the file mentioned on Step 5.d. Then click Open button on the lookup screen.

Bank Reconcil

Reconcile  Print Search
Details |~ Auachments (0)

Bank Account: Statement Dafe:  Bank Name: GL Account: GIL Balance: Bank & G/L Balance Difference:
22336655 || 06r2812016 ABC Bank 10001-0002-000 240591 0.00
13 Payments and Debits 2 Deposits and Credits

ClearAll [ ClearNone + Add B8 Layour QY F (F3) ClearAll [ ClearNone + Add 88 Layout Qi ords (F3)
Clear | Date Number Payee Transaction Type Payment Clear | Date Number Payor Transaction Type Deposit

q 06/14/201... 00000003 Misc Checks 1500 = Q 06/14/201 Bank Deposit 150.00

Q 06/14/201... 00000004

Q 06/14/201 i 4 ) « Documents! » Federated » Bank File Import Federated v ¢ | SearchBankFile Import Feder.. 0

Q os/taszot N Organize = New folder B M @

Q 0e/14/201.. 00000008 “ 2 Favorites A Name Date modified Type Size ~

Q 06/24/201 o B Desktop locall 5/10/2016 452PM  Microsoft Excel C.. 1KE

Q . & Downloads [ localt 5/10/2016439PM  Text Document TKE

] Recent places | MICASH21 5/10/2016 5:07PM _ Text Document 1KE
o [ micasH-asc 6/28/2016401PM  Text Document 1KB o
Prior Recondilistion Ending Balance % ThisPC MiCashBankReconcilistion_Importformat  5/5/2016 11:02 AM  Microsoft Excel C.. KB
0.00 L Partann v || MICASH-ChaseBank 6/28/2016 400PM  Text Document TKE v
Bank Statement Ending Balance File name: | MICASH-ABC v [AnFiles
° Open | Cancel !

® A progress bar will be shown to show the progress of selecting transactions to clear base on the imported file. Once it is done, all transactions

that matched the Bank Statement file imported will show the Clear checkbox as checked.

Bank Reconcil

Reconcile Print  Search

Details | Attachments (0)
Bank Account:

22336655 -

Statement Date:  Bank Name:
06/28/2016 | ABCBank

13 Payments and Debits

[ Clear Al [] ClearNone  + Add 88 Layout Q| Filter Records (F3)
Clear | Date Number Payes Transaction Type

Q 06/14/201... 00000003 Misc Checks
Qv 06M/201.. 00000004 Franks Fertilizer AP Payment
Q 06/141201... Franks Fertilizer  ACH
Q 06/14/201 Brian | Quam Direct Deposit
Q 06/14/201... 00000005 Carolyn RFrahm  Paycheck
Q 061241201 082116 Bank Withdrawal
Q 06/24/201... 00000006 Misc Checks

1 Peyments Cleared

Prior Reconciliation Ending Balance Cleared Payments +
0,00 25.00

Bank Statement Ending Balance Undleared Payments +
0 3657.38

Ready

G/L Account: G/L Balance: Bank & G/L Balance Difference
10001-0002-000 2,40591 0.00
2 Deposits and Credits
[ Clear Al [] ClearNone + Add 85 Layout Q| Filter Records (F3)

Payment Clear | Date Number Payor Transaction Type Deposit
1500 5Q 06/14/201... Bank Deposit 150.00
m00 || Q 06/23/201... Bank Deposit 15,000.00
2600

312284
1,162.30
223
14015
25.00 0 Deposits Cleared: 0.00
Cleared Deposits = Ending Balance Per Recondiliation
0.00 -25.00
Uncleared Depasits - Bank Account Balance - Difference
15,150.00/ 2,405.91 9.086.71

1. From Cash Management module > click on Bank File Formats menu.



2. If this is the first record you are to create, it will open directly on new Bank File Formats screen where you can then add the bank file format
record. Otherwise, it will open the Search Bank File Formats screen where existing bank file formats are displayed. Click the New toolbar
button to open the new Bank File Formats screen.

3. In the new Bank File Formats screen,

a. Type in the Name you would like to call that Bank File Formats record in the Name field.

b. Inthe Format combo box field select Bank Statement.
c. Inthe File Type combo box field select CSV.
d

. In the grid area > Check Record tab, specify your bank statement setup. This is a sample of how your setup would be.
Bank File Formats - Bank Recon Format

New Save Search Delete Undo Import Export Close

Details
Name Bank Recon Format Format: | Bank Statement v | File Type: | CSV

Check Record

X Remove & MoveUp = Move Down

Field Number Length Type Description Field Name Format Filler Side Active
1 25 Field Payes v
2 10 Fisld Amount 8888 25 v
3 10 Field Date MM/ddryyyy L
o 0 Selectatype

e. Click Save toolbar button to save the bank file format record.
f. Click Close toolbar button to close the screen.
4. Open the bank account you will want to make a bank reconciliation.
a. From Cash Management module > click on Bank Accounts menu.
b. When Search Bank Accounts screen opens, select the bank account you will want to make a bank reconciliation and click Open
Selected toolbar button.

c. Bank Accounts screen opens displaying the selected record. In the Electronic Bank File Information panel > select the bank statement
setup from the Bank File Formats screen. The one created on Step 3.
Bank Accounts - Chase Bank iana

New Save Search Delete Undo Bank MICR CheckAudit Reco Register Clase
Details
Bank Name: - Indiana GL Accounts
Account No: Currency: [USD_ | v| | G| Account: 10005-0000-000 v
Balance: -205.00| Active: v
Contact John Smith Check Number Range
N i W.
Address: emmeres ey Starting Check No: 20001
Ending Check No: 30001
Zip/Postal 15204 | Cigy Indianapalis Next Check No: 20002
Code:
Number of Checks: 10,001 | | Create
State/Province: | IN Country: United States v
Enable MICR Prining: v/
Phone (317)513-5151 Fax:
Website: & Backup Check Number Range
Email: = Starting Check No: 0
Electronic Bank File Information Ending Check No: 0
Formats Company 10 Number of Checks: 1] | Apply
BankStmt | Bank Recon Form v | | gank Name Commente:
ACH/NACHA ¥ ||| TransitNo: | 074000010
Positive Pay | Positive Confirma || Naxt No 0
@ @ 0 = saved Page 1| of1

d. Click Save toolbar button to save the changes made.
e. Click Close toolbar button to close the screen.
5. Open the Bank Reconciliation screen.
a. From Cash Management module > Activities folder > double-click on Bank Reconciliation menu.
b. Bank Reconciliation screen opens.



Reconcile Print  Search

In the Bank Account field select the bank account you will want to make a bank reconciliation.

Details

U A Ready

Attachments (0)
Bank Account Statement Date Bank Name GIL Account G/L Balance Bank & G/L Balance Difference
68215422 04/22/2016 |@| Chase Bank - Indiana 10005-0000-000 -1,430.00 0.00
4 Payments and Debits 0 Deposits and Credits
A Clear All [] ClearNone + Add 8§ Layour ~ Q x 4 Clear Al [] ClearNone  + Add 88 Layour  Q x
Clear | Date Number Payes Transaction Type | Paymen. Clear | Date Number Payar Transaction Type | Deposit
Q¢ v o Bank Transaction 100.00
s 1218/201... Bank Transaction 100.00
Q¢ 01/04/201... Bank Transaction 5.00
Qs 04122/201... payeel Misc Checks 1,225.00
1 Payments Cleared: 100.00 0 Deposits Cleared: 0.00
Prior Reconciliation Ending Balance - Cleared Payments + Cleared Deposits = Ending Balance Per Reconciliation
0.00 100.00 0.00 -100.00
Bank Statement Ending Balance Uneleared Payments + Uneleared Deposits Bank Account Balance = Difference
-100 1,330.00 0.00 -1,430.00 0.00

Say this is the bank reconciliation file to import.

| TestA -

Motepad

_ o N

File Edit Format View Help

payeel,1225.00|,04/22/2016

Bank Recons

Click Import toolbar button and select the file mentioned on Step 5.d. Then click Open button on the lookup screen.

on

Reconcile Print  Search
Details | Attachments (0)

Bank Account StatementRate Bank Neme GIL Account GIL Balance Bank & G/L Balance Difference
68215422 ~|[04r22/2016 Chase Bank - Indiana 10005-0000-000 143000 0.00
4 Payments and Debits ¢ ‘ Open B
[ Clear Al [] Clear None = Add x

4 i » ThisPC » DataDrive (D) » Documentsl » v ¢ | | Search Documentsi p
Clear | Date Number Type Deposit
Q¢ o 11122015 Organize v New folder m @
< .
Qs 12182015 %k A Name Date modified Type Size @
=Y 01/04/2016 W Favorites
Q¢ 04/22/2016 00020002 I Desicop
8 Downloads
2] Recent places
18 This PC
i Desktop
El De t L
| Dacuments [ Testa 4/22/2016 441 PM__Ted Document 1kg| oo
8 Downloads
Prior Reconciliation Ending Balance] Bohaie b b
B File nome: | Testt | | AlFites vl
Bank Statement Ending Balance Difference
: [om 1] o | .
O 4 Ready

® A progress bar will be shown to show the progress of selecting transactions to clear base on the imported file. Once it is done, all transactions
that matched the Bank Statement file imported will show the Clear checkbox as checked.

Bank Reconciliation

Reconcile  Print  Search
Details | Auachments (0}
Bank Account Statement Date Bank Name

68215422 ~ | 04/22/12016 | | Chase Bank - Indiana

4 Payments and Debits

M Clear Al [] Clear None + Add 8§ Layout Q F 3) x

Clear | Date Number Payes Transaction Type

Qg 111272015 Bank Transaction
Q¢ 1218/2015 Bank Transaction
Q¢ 01/04/2016 Bank Transaction
Q¢ /] 04222016 00020002 payeel Misc Checks

1 Payments Cleared:

Prior Reconciliation Ending Balance
0.00
Bank Statement Ending Balance
-100

Cleared Payments +
1,225.00

Uncleared Payments
205.00

= Saved

GIL Account GfL Balance Bank & G/L Balance Difference
10005-0000-000 -1,430.00 0.00
0 Deposits and Credits
i/ Clear Al [] Clear None + Add 8§ Layout Q F X
Payment Ciear | Date Number Payor Transaction Type Deposit
100.00
100.00
5.00
1,225.00
1,225.00 0 Deposits Cleared: 0.00
Cleared Deposits = Ending Balance Per Reconciliation
0.00 -1,225.00
Uncleared Deposits Bank Account Balance = Difference
0.00 -1,430.00 1.125.00




1. From Cash Management module > click on Bank File Formats menu.

. If this is the first record you are to create, it will open directly on new Bank File Formats screen where you can then add the bank file format

record. Otherwise, it will open the Search Bank File Formats screen where existing bank file formats are displayed. Click the New toolbar
button to open the new Bank File Formats screen.

3. In the new Bank File Formats screen,
a. Type in the Name you would like to call that Bank File Formats record in the Name field.
b. Inthe Format combo box field select Bank Statement.
c. Inthe File Type combo box field select CSV.
d

. In the grid area > Check Record tab, specify your bank statement setup. This is a sample of how your setup would be.
% Bank Fle Formats

ESI=11E
b I

0 B K L ﬁ = =5 ‘ﬁ

New  Save Search Delst= Undo Import | Export Close
Name: Reconl Format: Bank Statzment v | File Type: sV RG
Check Record
(@ Remove | & MoveUp ¥ Move Down
[ Field Numbe Length Type Description Field Name Format Filler Side Act.
=] 1 25 Field Payes
] 2 10 Field Amount
] 3 & Field Date
|} 0 0 Selectatype ]

e. Click Save toolbar button to save the bank file format record.
f. Click Close toolbar button to close the screen.
4. Open the bank account you will want to make a bank reconciliation.
a. From Cash Management module > click on Bank Accounts menu.
b. When Search Bank Accounts screen opens, select the bank account you will want to make a bank reconciliation and click Open
Selected toolbar button.

c. Bank Accounts screen opens displaying the selected record. In the Electronic Bank File Information panel > select the bank statement
setup from the Bank File Formats screen. The one created on Step 3.

3 Bank Accounts

EJ=1ES
= »  /
N & _ =
0 & \ x /ﬂ U s @ il <& 4
New Save Seach Deletz Undo  Bak  MICR CheckAudit Reconciliation Register Closs
Details QOrigin
BankName: | ABC Bank v/ | 6L Accounts.
AccountNo: 1234567890 aurency: [USD ¥ | & account: 01001001 -
Balance: 900.000000 | Active:
Contact: Jemes Brown Check Number Range
Address: ]| 4242 Ragotaff Cove Starting Check No: 1
Ending Check No 50
Zip/Postal Cade: | 46815 | aty: Fort Wayne Next Check Nox 3
State/Province: | IN Country: |United States v | | Number of Checks: e
Phone: (123)555-8964 Fax: (123)555-5879 Enable MICR Printing: [0
Website: @ |www.irely.
i el Backup Check Number Range
Email (B | info@iRely.com
Starting Check No: 0
Electronic Bank File Information
Ending Check No 0
Fermats Company ID: Number of Checks: Apply
Bank Stmt: | Reconl O Bank Name:
Comments:
ACH/NACHA: || Transt No: 005126751
Positive Pay: v | || Next No: 0

@ D Q| saved Page 1|efL

d. Click Save toolbar button to save the changes made.
e. Click Close toolbar button to close the screen.
5. Open the Bank Reconciliation screen.
a. From Cash Management module > Activities folder > double-click on Bank Reconciliation menu.
b. Bank Reconciliation screen opens.



c. Inthe Bank Account field select the bank account you will want to make a bank reconciliation.

£ Bank Reconciliation

@ — L=l & W, m
Reconcile  Print  Search Import Close

Details | Attachments

Bank Account | Statement Date Bank Name
E 06/26/2015 |G| ABC Bank

2 Payments and Debits

Clear All [] clear None | @ Add |5 Layout - P

Clear  Date Number Payes Transaction Type
[@ os6/22f2015 Rizza Parajas AP Payment
Q. [ os/23p015 Misc Checks

Prior Reconciliation Endi
1

Bank Statement Ending Balance

@ D | Ready

0 Payments Cleared:

Cleared Payments

0.000000

150.0

Uncleared Payments +

G/L Balance

901

G/L Account Bank & G/L Balance Difference

0 Deposits and Credits
[# Clear All [ clearNone | € Add | B Layout -

Payment Clear Date Number Payor Transaction Type Deposit

0 Deposits Cleared: 0.0

Ending Balance Per Reco
1,
Bank Account Balance =

900

Cleared Deposits -

Difference

-1,05¢

Uncleared Deposits

%

d. Say this is the bank reconciliation file to import.
i
|| bankreconl.txt - Motepad

Eile Edit Format View Help

Rizza Parajas,50,06/22/2015
,100,06/23/2015

e. Click Import toolbar button and select the file mentioned on Step 5.d. Then click Open button on the lookup screen.

) Bank Reconciliation 2|@)x]
@ “{ @
Reconcile  Print  Search Close
Details | Attachments
Bark Account Statement BT - - —— — - =
pen
08 v | o6f24/2015 -
@\J" 1 » csRCastillo » Downloads » - [ 44| sear Bl
2 Payments and Debits e
Clearall [] ClearNone | g | Organize ~  New folder 0l @
Clear Date nomberll| | e ~ Name Date modiied Type Size |-
Q O oepos %] Recent Places [ bankreconLxt 6/23/20151009 AM  Text Document 1K8
Q [ os301 & Downiosds =
B Desktop
44 Libraries
> B Documents
b &) Music F
> [ Pictures
> B Videos
Prior Reconciliation Ending BJ- 418 Computer
1,050, > &y New System Driv|
Bank Statement Ending Balaf| " O1d System Drive
od| e DataBackup Ry |

@ 3 Ready j b € Network S =z

File name:

A progress bar will be shown to show the progress of selecting transactions to clear base on the imported file. Once it is done, all transactions that
matched the Bank Statement file imported will show the Clear checkbox as checked.

This will guide you on how to setup your bank statement in the Bank File Formats screen and import the Bank Statement based on that setup to mark
transactions cleared by the bank.

1. From Cash Management module > Maintenance folder > double-click on Bank File Formats menu.

2. If this is the first record you are to create, it will open directly on new Bank File Formats screen where you can then add the bank file format
record. Otherwise, it will open the Search Bank File Formats screen where existing bank file formats are displayed. Click the New toolbar
button to open the new Bank File Formats screen.

3. In the new Bank File Formats screen,

a. Type in the Name you would like to call that Bank File Formats record in the Name field.
b. Inthe Format combo box field select Bank Statement.
c. Inthe File Type combo box field select CSV.



d. Inthe grid area > Check Record tab, specify your bank statement setup. This is a sample of how your setup would be.
|l Bank File Farmats EJ[=]|E=

A& E
@ ~ Bk B! & =
New Save Search Delete Undo Import Export Close

Name: Reconl Format: Bank Statement v Fle Type: csv v

Check Record

'} Delete | 4 Move Up ™ Move Down

[C]  Field Number  Length Type Description Field Hame Format Filler Side Active
] 1 25 Field Fayee
1 2 10 Field Amount
] 3 8 Field Date
1 0 Select atype =

e. Click Save toolbar button to save the bank file format record.
f. Click Close toolbar button to close the screen.
4. Open the bank account you will want to make a bank reconciliation.

a. From Cash Management module > Maintenance folder > double-click on Bank Accounts menu.

b. When Search Bank Accounts screen opens, select the bank account you will want to make a bank reconciliation and click Open
Selected toolbar button.

c. Bank Accounts screen opens displaying the selected record. In the Electronic Bank File Information panel > select the bank statement
setup from the Bank File Formats screen. The one created on Step 3.
| Bank Accounts B =]1ER

A i [ = /)3

@ H N LUy = b zu;-;us
MNew Save  Search Delete Undo Bank MICR  Check Audit Reconciliatior Register Close

Details | Origin
Bank Name: b259 Bank v | | GLAccounts
Account Mo: 900888777 Currency: USD v 6L Account: 10105-0 —
Balance: 970.00 | Active:
Contact: Test Contact Check Humber Range
Address: | 123 Main Street Starting Check No: 1
Ending Check Mo: 10
Zip/Postal Code: 00605 v | City: Aguadilla Next Check No: 2
State/Province: PR Country: | United States ¥ Number of Checks: 10| | Create
Phone: (123)546-5845 Fax: (458)455-9942 Enzble MICR Printing: [7]
Website: o www.banktest.com
Backup Check Number Range
Email: i1 contactus@banktest.com
- ) Starting Check No: 0
Electronic Bank File Information
Ending Check Mo: 1]
F E:
ormats Company ID: Humber of Checks: 1| Apply
Bank Stmt:  Reconl 7 Bank Name:
Comments:
ACH/NACHA: ¥ || Transit No: 111222333
Positive Pay: ~ | Mext No: 0
@ D ) Ready Page |1 of 1 &

d. Click Save toolbar button to save the changes made.
e. Click Close toolbar button to close the screen.
5. Open the Bank Reconciliation screen.
a. From Cash Management module > Activities folder > double-click on Bank Reconciliation menu.
b. Bank Reconciliation screen opens.



c. Inthe Bank Account field select the bank account you will want to make a bank reconciliation.

) Bank Reconciliation

o= fo « @ O3

==l
Reconcile  Print  Search Import Close
Details | Attachments
Bank Account | Statement Date Bank Name
23 v | 10/14/2014 [3 | b259 Bank
1 Payments and Debits
lear All [T] Clear None | () Add | Filter: x
Clear Date Number Fayee Transaction Type
%, [F] 10f13/2014 00000001 Vendor 1 Misc Checks

0 Payments Cleared:

Prior Reconciliztion Ending Balance -

Cleared Payments +
795.00 0.00
Bank Statement Ending Balance - Uneleared Payments +
0.00 25.00
@ 3 | Ready

d. Say this is the bank reconciliation file to import.

G/L Account G/L Balance Bank & G/L Balance Difference

10105-0 970.00 0.00
1 Deposits and Credits
Clear All [] Clear None | & Add | Filter: x

Payment Clear Date Number Fayor Transaction Type: Deposit
2500 4 [ 10f14/2014 Bank Transfer (DEP) 200.00
0.00 0 Deposits Cleared: 0.00

Clezred Deposits = Ending Balance Per Reconciliation
0.00 795.00
Uncleared Deposits - Bank Account Balance - Difference

200.00 970.00 -795.00

j bankrecon.txt - Motepad

| File Edit Format View Help

vendorl,25,10,/13,/2014
,200,10,/14 /2014

e. Click Import toolbar button and select the file mentioned on Step 5.d. Then click Open button on the lookup screen.

|l Bank Recondiliation

EJI=]ES
& g
s = L CE
Recondle Print  Search Import Close
Details | Attachments
Bank Account  Statement Date Bank Name G/L Account G/L Balance Bank & G/L Balance Difference
23 v|[10/14/2014 | 3| b250 Bank 10105-0 970.00 0.00
1 Payments and Debits 1 Deposits and Credits
Clear All [T] Clear None | &) Add | Filter: X Clear All [T] Clear None | &) Add | Filter: X
Clear Date Number ayee Transaction Type Payment Clear Date Number Payor Transaction Type Deposit
2 [0 10/13/2014 00000001 endor 1 Misc Checks 2500 || A [0 10/242004 Bank Transfer (DEP) 200.00
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~r -
(I [10» Computer » DataDrive (0 » RufilFiles » i21 » Testfiles B E 2|
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f. A progress bar will be shown to show the progress of selecting transactions to clear base on the imported file. Once it is done, all
transactions that matched the Bank Statement file imported will show the Clear checkbox as checked.

|\ Bank Reconciliation NEIE

B Ea A & i

Reconclle  Frint  Search Import. Close

Details | Attachments

Bank Account Statement Date Bank Name G/L Account G/L Balance Bank & G/L Balance Difference
23 v 10/14/2014 3| |b2s9 Bank 10105-0 970.00 0.00
1 Payments and Debits 1 Deposits and Credits

lear All [T] Clear Hone | ) Add | Filter: X Clear All [T] Clear Hone | ) Add | Filter: x

Date Number Fayee. Transaction Type Payment. Date Number Fayor Transaction Type. Deposit

10/13/2014 00000001 Vendor 1 Misc Checks 25.00 10/14/2014 Bank Transfer (DEP) 200,00

1 Payments Cleared: 25.00 1 Deposits Cleared: 200.00
Prior Reconciliation Ending Balance - Clezred Payments + Cleared Deposits = Ending Balance Per Reconciliation
795.00 25.00 200.00 970.00
Bank Statement Ending Balance - Unclezred Payments + Uncleared Deposits Bank Account Balance = Difference
| 0.00 0.00 0.00 970.00 -970.00

@ 3 | Ready

"] bankrecon.txt - Notepad

[File Edit Format View Help

vendord,25,10/13/2014
,200,10/14/2014
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