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Beginning Cash Reconciliation

The following tool bar buttons are available in the Bank Reconciliation function.

Haconclls Cash Accounts Buttons

Print Satup: Use this button to select a prnter and set up default printer
information,

o Prm{ to Scresn: Use this button m view the remmﬁmtmn clai ; 'Qétaii._caf:iﬁ

B summaly. Click OK io d:spfay the Print to Screen fcm

Print Preview: Use this hitton to view the recontiliabion datain deta;i ori

summary Click OK to display the Print Preview form.

m .

g Firmt: Use this button to print the fﬁﬂﬁm’;tf?'ﬁtﬂﬂ d’ﬁa in ﬁﬁtﬁi

@K t@ ﬁﬁspiay the Prnt farm. DRSO TR

Select All; i available, use this button to select all ine Hems by placing a check

mark to the left of each row. individual line tems can be selected manuaily by
clrckmg in the leftmost column of the table.

= Eesalezct A!I If available, use this button to clear all i ne ztems by rﬂmwmgihe _
- : nheck mark to the left of each row. !nﬂmduai im& 1tems can E}e i:ieafed m&ﬁualiy by
| clickinginthe leftmost column of thetable, . |

Delete: H available, use th;s buttﬁﬂ to defete the selected ine tems. This only
app lies to Suspense ltems.

i’sems

View Cleared Only: If availlable, use this butten to display only cleared items {for
the date entered on the Summary tab).

V‘ew Ai& If awai Eabmie use this bution to display ali recmmisailen Etems {fcxr ihe
date entered on the Summarny iab} whether cleared or uns:ieareci

Enter Journal Youcher: Use this button o open the Transactions>Enter Joumal
YWouchers session form, where you can set up a session o record joumal
verchers.

" . Enter Cash Receipts: Use this button to open ihe Tfénsatig_ig:ﬁg:{nier i'_';t;asfh_' '

-| Receipts session form whens you can set up a session to record cash receipts.
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Enter Cash Disbursements: Use this buttonto open the Transactions>Enter
Cash Dishursements session form where you can set up a session to record cash

dishbursement.

: ﬁmﬁr W@id Qhafsks 1339 this buttort to open the Activities>Check Wntsngb‘*\fﬁ{%i
: i {Eﬁegk swmﬁem sessrm form where you can 3&% up a aessacm ?a-r%he i
s thecksf ¥ ,_:_.uﬂhem y‘@u are gomg to vmd

Post Transactions: Use this butéon te apen {he Actwme >Marage
Sessions>Fost Transactions form, where you can post sessions that have a
status of Batch-to-Post (BP}

) 'Manage Aﬁachmems Use t%’ets I:mttm fo af&iagh vzew or a::ifaEeie a cin}mmmf The’ |

when attac'hmmts already exist.

faconcliied Bank Balance is calculated as follows:

- Qutstanding checks

+ Deposits in transit

+/-  other cash items

+/-  suspense items

Total reconciled Bank Balance

You will clear various items, tab by tab, hopefully to get to an Unreconciled Difference of
0. _
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Summary Tab

Start a new Reconciliation |D by selecting a Cash account and clicking the new button
at bottom.

SurAnary

Cash Acoounts

Reosndiiztion 10:

Reconcliation Date: Popo

T

&
2

L
L
i
i

o ' BarkBalance: . g

‘ Less Dutstanding ChecksMeudhees: [ -

© PlusDeposits ln Trangits ]

 Plusor Miniss Other Cash Items: - ;

‘Plus o ¥linus S.gspenéeibe'ms:' -

Reconcied Bank Balance; ' g
§ Balanice Per Books: Lo g :
Unreconcled ¢ | -

Cifference: i

You would then assign a Reconciliation ID and a Reconciliation Date which would be
the bank statement date. When you enter the Bank Balance, the application will
calculate the Unreconciled Difference by the following formula:

Reconciled Bank Balance is calculated as follows:

- Outstanding checks

+ Deposits in transit

+- other cash items

+/~-  suspense items

Total reconciled Bank Balance
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17

Summary aiﬁhédisg\mudﬂers i Beposits ] Cither Cash Treims. §-?Susjjense Tiems:
' Cash'Accounts :

Fhec}dng - Dperaﬁanél

Recondiation I06 - 09302014

concliation

nk Balence: ] 2,315,587.00 (]

If you had a previous reconciliation started, you could hit the drop down and see that
last 241Ds in descending date order.

Converted ID - The Application creates a reconciliation 1D for each reconciliation Date
associated to a cash account established in the application and will be named
Converted for Reconciliation Date mm/dd/yyyy. Any items previously cleared in the
application will be associated with the converied ID. Qutstanding items relevant to each
reconciliation date will also be associated with the converted ID.

p

: Sur:n:rﬁ_arf 1chedss;’\fouchea‘sg Degositsﬁ Other Cagh Tiams

_Cash Account: . Cheddng - Serlp

Reroncliation 10:
] Pistoriofiation Dates Heceneiiatian fd
; -Recorclation -
Bank Bafance: 22
: . ‘Converted for Reconclliation Dale CE/28/2013
Less Outstandiag Che 5

©t Plus Dép_nsits-in_'i‘ran_si

R “omvered fo
i Plus ar Minus Other Cish Tiews:

TIPS:

After reconciliation complete, print summary or detail with print icon. Click update after
making changes.

Warning:

Items cleared or uncleared on earlier reconciliations may cause items to no longer
appear on a current reconciliation. When you have gotten your unreconciled balance to
0, it is recommended you “Lock” the reconciliation.

L ]
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Checks/Vouchers

Use this tab to identify which checks have cleared the bank and are no longer
outstanding. When the Check/Voucher tab is first accessed, all checks appear in the
table. Use the buttons at the top of each form to change the view to: Outstanding only,
Cleared only, or All checks.

After clearing all the checks on the tab, hit the “Update” button to get a new
unreconciled difference. The types of transactions that would be reported on this tab
are Cash Disbursements, Check Writing, Accounts Payable System Generated Checks,
Accounts Payable Manual Checks, Electronic transfers of Accounts Payable, Accounts
Payable Voids, Payroll System Generated Checks and Manual Checks, Payroll Voids,
as well as voided manual checks.

Bank Rec uses the document date for detail items. Effective date is used in Balance
Per Books. In order to avoid a mismatch, make sure that any transaction containing a
cash transaction has the same DOCUMENT date and EFFECTIVE date.

To select groups of checks, highlight rows using your mouse, and then press the Space
bar on your keyboard to clear each check.

Deposits

Use the Deposits tab to identify deposits that have cleared the bank and are no longer
outstanding. If a deposit number was assigned, and there is more than one document
with the same deposit number and date, these items are totaled and shown as one
deposit. If a deposit number was not entered, documents with the same document date
are totaled and shown as one deposit.

Transactions reported on this tab include: Cash Receipts, Receipts Writing and
Accounts Receivable Receipts.
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To select groups of deposits, highlight rows using your mouse, and then press the
Space bar on your keyboard to clear each deposit.

Other Cash Items

Use this tab to clear other cash items (transactions which debit or credit a cash
account). When the tab is first accessed, only other cash items that are currently
outstanding appear. Use the tool bar buttons if you want to view outstanding only, view
cleared only or view all. Transactions that may show on this tab inciude the Journal
Voucher (JV), AP Invoices (API), AP Credit Memos (APM), AR Invoices (ARB), and AR
Credit Memos (ARM).

When you have cleared all the items, remember to hit update to get a new unreconciled
difference.

Surmary | er Cash Ttems § Suspense Items g

. ﬁ@?@ﬁm 1 Description
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Suspense items

ltems entered on the Suspense items tab affect your reconciled bank balances but not
your general ledger. No accounting entries are generated. You may use the suspense
items tab for the following examples:

¢ |f you are using the application bank reconciliation for the first time, you may
have some items that were outstanding that you need to reconcile.

» When a bank error occurs that prevents your reconciliation from balancing.

¢ Later, in the subsequent reconciliation period, when the error is corrected and is
no longer a reconciling difference, manually delete the suspense item from this
tab.

s If payroll was transferred in summary but not all paychecks have been cashed,
use a suspense item for each check. You may delete these suspense entries as
the checks clear the bank.

" ‘Summary | Chedks

: ﬁuspﬁns&ﬁum&mr mge i j _,‘fgi&a:ﬁ@uni"': 1 i Dewcription
7|50 " lenzia | 26.00|Disputed Bank Fer)

If you have a reconciling item that you want to record, click the applicable transaction
button and enter the session and document information. You may then click the Post
Transaction button to post the session. If you have posted a reconciling entry, click the
corresponding tab and clear that item. Once again, click the update button to get a new
unreconciled difference balance. Hopefully, you are now at 0.
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Locking Reconciliation IDs

Users have an option to Lock a reconciliation ID when the Unreconciled difference is 0.
Locking a reconciliation 1D prevents anyone from clearing or unclearing any items on

that reconciliation Date.

adh Account:

i Recondhatien ID:

- Reféntiation Data:-

¢ S Recerdiaton -
Barkcalanes: w5427 550 e )

i less Outstanding Chedespvauchers: | ! 61,746,531

REIF St

Phit :Q_e_méib:in Transits ’ i }',335.1313!‘ .
534,75

-P:lus_ar Mirgs -Oﬂie_r_Cas?l Tters:

I I Su's‘ﬁ:ﬂ's_é Tterms;

i _r;fc-sélaﬂ'.r._e:'

J4. - Balarice Per Buks:

< Unrgtoncled.
© Pifference;

Locking IDs must be done in chronological order (for example our July 2014
reconciliation must be locked before August 2014 can be locked). A locked ID cannot
have anything new added to it, but you could remove items by clearing them in a
previous period. Those items will be removed from the locked reconciliation and be

cleared in the previous period.

e ]
Page 9
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Reports

When | have my reconciliation down to 0 | may want to print my reconciliation summary
report, or reconciliation detail report and keep them in a file in case my auditor wants to
view it. While | still had Bank Reconciliation open, | would go up to one of the “Print”

options to get my report.

| summery ) Deta

The first page of either option is the summary report. If you chose detail, then the
subsequent pages would be a listing of outstanding items.

©Wipfli LLP - Diocese of La Crosse October 2014 Page 10



Dincese of LaCresse Training

Reconcile Cash Accounts

Sunnaly

{ash Account 1165 Checking - Operational

Reconciliation ID: 6382814

Reconcifialion Date: 6/36/3814

Status: Gpen
Bark: Balance 108,427 54
Less Cutstanding Checksfrouchers 51,746.53
Plus Deposits in Transit 7,330,003
Flus ar Mirnus Other Cash Ttems 534,75
Pluz ar Minus Suspense Ttems 2,00
Reconciled Bark Balarce 144,645.75
Balance Per Books 114,645.76
Urreconciied Difference D.00

Click the Next Page tootbar button te view details.
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You could also access the Bank Reconciliation Analysis reports to see details of all
activities.

i «Cleared Checks>
<Listing of &)l Checkss
; =Outstanding Checks:
. Clearsd Checks

.+ <Cleared fems>
- =Date Comparison=
- <Outstanding kems

F]
vl
n
T3
%)
%)
-
o

- «Cleaned Deposita -
.+ <listing of Al Deposits:»

- <Outstanding Deposits::
i Cleaned Deposits

| cher Cash kems
i <Cleared Other kems:>

¢ <listing of Cther ftams:
Ciutetanding Cither temss
i Cleared Other ftems

§ xSuspenze temss
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Here is an example of the Date Comparison Combined Reconciliation report.

Diccese of LaCrosse Training
Combined Reconciiation - Combired Items
1147 - Checking -Music Aszociation

Checks Mouchers

Dooument Documerit Reconciliation
pumber Dacument Desaiption Arnount Document Date Clesred Date Document Entry Order Lock Date
01 Bark Service fee 4.95 11772014 1J31/2014 07/09/1402:41:38 PM

Gz Liser Fee 4,95 2719/2014 2/28/2014  0F08/14 12:34: 2L PM

o3 Banldng Fre 4.95 3/19/2014 W3/2019 D08 14 1234925 PM

5329 Cash Disbursements 25.00 67302014 5/30/2014 0F[15/14 10:26: 17 &M

5385 Music Agsodation 25,00 11718013 43072019 03/29/14 12:45: 16 PM

5388 Music Assooation 25.080 132072013 13172019 D3{29{14 12:15:16 PM

5417 usic Associalion 25.00 127152013 1312014 03(24/19 1256156 PM

5420 Flusic Associatich 2500 12718/2013 W31/2019  03/23/14 12:56:55 PM

5427 Music Assodation 25.00 12/20/2013 13472014 D3{24/14 12:56:56 PM

5433 Lniforms 252.50 F11/2014 173172013 07/09/1402:41:38 PM

54401 Flowers 54,83 171142014 1{31f2014 D7j09{1402:41:38 PM

G4l EOMCESSIONS 277.50 jri/a0id 301 D7M0%/1402:41:38 PM

T T e}
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