RECONCILE BANK
STATEMENTS MANUALLY

QuIicK REFERENCE GUIDE CM-39

cM

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
reconcile bank statements manually in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the process of creating bank statements and reconciling bank statements manually,
a process by which payables and external transactions are reconciled with the bank statement.

Reconcile Bank Statements Manually
To reconcile bank statements manually, please follow the steps below:

1. Loginto the NCFS portal with your credentials to access the system.

2. Onthe Home page, click the Cash Management tab and select the Bank Statements and
Reconciliation app.

Good evening, CM Bank Reconciliation 1400!

Cash Management

QUICK ACTIONS APPS

Create Bank Statement .
Manage Bank Statements - |
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QRG CM 39 - Reconcile Bank Statements Manually

3. Click the Tasks [ [5]] icon and select Manual Reconciliation from the Tasks pane.

Overview

4 Processing Warnings and Errors

b Search

View w Process Date Range

File and Statement ID

4 Bank Statement Reconciliation

Incomplete  Complete

Process Date Request ID

B

Bank Statements
« Create Bank Statement

« Manage Bank Statements
+ Load and Import Bank Statement
+ Create Bank Statements in Spreadsheet

+ Generate Cash Transactions

Reconciliation
« Submit Autoreconciliation

Status

+ Manual Reconciliation

External Cash Transactions

Accounting
+ Create Accounting

Reports
+ Cash to General Ledger Reconciliation Report

+ Bank Statement Report

4. Select the Bank Statement Lines and System Transactions radio button.

Manual Reconciliation @

Unreconciled Reconciled

4 Search

Esank Statement Lines and System Transactions

* Bank Account
Date | m/dlyy ."‘e - | m/dlyy

Amount

Bank Statement Lines

System Transactions

Transaction Type
Transaction Sources

Batch Reference

Reference

Statement ID

Search Reset | Export

5. Select the Bank Account field and click the Search button.

Manual Reconciliation @

Unreconciled  Reconciled

4 Search

@) Bank Statement Lines and System Transactions

Bank Statement Lines

* Bank Account | 3000046 - GENERAL EXPENSE -0 | v |

System Transactions

Transaction Type v Reference
Date | m/dlyy r‘e - | m/dlyy “e Transaction Sources v Statement ID
Amount Batch Reference
I Sea[chl Reset | Export
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6. Under the System Transactions section, select the check box next to Reference to select all
the transactions.

Manual Reconciliation @ m
Unreconciled Reconciled
F Search
4 Bank Statement Lines 4 System Transactions
View v §H ¥ = Detach View v § ¥ = Detach
Reference Date Amount (USD) E:Tamon = Reference Date Amount (USD) I;apl;sactlon
»
Columns Hidden 10 v 1041 111123 -65,000.00
selected 0 | 1039 111123 -48,000.00
Amount 0.00
V| 1040 1111/23 -44,500.00
| 1038 1111/23 -25,100.00
v 1045 1/24/23 -5,000.00
7. Select the Export to Excel [ 7 ] icon.
Manual Reconciliation @ m
Unreconciled  Reconciled
b Search
4 Bank Statement Lines 4 System Transactions
Views [¥ & Detach View v [ =’ Detach
Reference Date Amount (USD) I;::;;sactinn - + Reference Date Amount (USD) I\:;l;saction
»
Columns Hidden 10 | 1041 111723 -65,000.00
Selected 0 | 1038 111723 -48,000.00
Amount 0.00
v 1040 111723 -44,500.00
| 1038 111723 -25,100.00
v 1045 1/24/23 -5,000.00
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QRG CM 39 - Reconcile Bank Statements Manually

8. Click the Open button to open the downloaded Excel file.

Downloads Boa - 2 -
4 Search
- 5 Whatd want to do with exportads?
@) Bank Statement Lines and System Transactions Bank Statemen_>®2<" System Transactions
* Bank Account | NC-FBR-AR-RECEIPTS v Transaction Type Y See more
Date | m/diyy “g - | midiyy Y Transaction Sources v Statement ID
Amount - Batch Reference
Search Reset Export
4 Bank Statement Lines 4 System Transactions
Vieww ¥ =" Detach View w &¢ = Detach
Reference Date Amount (USD) Transaction + Reference Date Amount (USD) Transaction
Type . Type
»
Columns Hidden 10 «  200602R 0005 6/2/20 1.28
Selected 0 200602R 0005 6/2/20 1.92
Amount 0.00
v 10122 0003 2122 4.00
53272 0003 Tr20/22 4.38

9. Open the spreadsheet and review the transactions to be reconciled.

B | C D | E | F
Reference ¥ Date Amount (USD) Transaction Type Source
1041 1/11/23 -65,000.00 Payables
1045 1/24/23 -5,000.00 Payables
1000 12/6/22 -3,698.00 Payables
1024 12/13/22 -1,800.00 Payables
1033 12/16/22 -50.00 Payables
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10. Click the Done button at the top right of the screen to go back to the Overview page.

Manual Reconciliation @ m
Unreconciled Reconciled

4 Search
@) Bank Statement Lines and System Transactions Bank Statement Lines System Transactions
* Bank Account | NC-FBR-AR-RECEIPTS v Transaction Type v Reference

Date | m/diyy b |- | midiyy (e Transaction Sources v Statement ID

Amount - Batch Reference
Search | Reset | Export

4 Bank Statement Lines 4 System Transactions

11. Click the Tasks [ =] ] icon and select Create Bank Statement.

Qverview Bank Statements
I + Create Bank Statement I
« Manage Bank Statements
4 Processing Warnings and Errors + Load and Import Bank Statement
» Create Bank Statements in Spreadsheet
b Search
« Generate Cash Transactions
View w Process Date Range v = Regoncliiation
« Submit Autoreconciliation
File and Statement ID Process Date Request ID Status *:Manual Reconcliation
External Cash Transactions
Accounting
» Create Accounting
4 Bank Statement Reconciliation Reports:
» Cash to General Ledger Reconciliation Report
Incomplete  Complete + Bank Statement Report

12. Select the Bank Account details in the Bank Account field.

Create Bank Statement @ [ save | save and ciose || cancel |
* Bank Account |3000046 - GENERAL EXPENSE - OSC | w I Sequence Number
* Period Start Date | m/d/yy Ag Legal Sequence
— Number
* Period End Date | m/d/yy Y Intraday
* Statement ID Attachments None ==
Reconciliation Incomplet
Status NcOmMPIEte
Entry Type Manual
Balances Statement Lines
View w =+
Balance Code Description Balance Date Amount
OPBD Opening booked 0.00
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13. Enter the Period Start Date and Period End Date.

Create Bank Statement @

1 EXEn B2

* Bank Account | 3000046 - GENERAL EXPENSE - 0SC | w Sequence Number
* - (e Legal Sequence
Period Start Date I 3/3/23 [ I Number
* Period End Date I 317123 He I Intraday
* Statement ID Attachments None ==
Reconciliation | et
Status Ncomplete
Entry Type Manual
Balances Statement Lines
View v o=
Balance Code Description Balance Date Amount (USD)
OPBD Opening booked 3/3/23 0.00
14. Enter the Statement ID and click the Save button.
Create Bank Statement & m Save and Close m
* Bank Account | 3000046 - GENERAL EXPENSE - OSC | w Sequence Number
* Period Start Date | 3/3/23 (i Legal Sequence
e Number
* Period End Date | 3/17/23 e Intraday
* Statement ID ITestStmemenl I Attachments None =f=
Reconciliation | ot
Status '"eOmPele
Entry Type Manual
Balances Statement Lines
View w +
Balance Code Description Balance Date Amount (USD)
OPBD Opening booked 313123 0.00
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15. Navigate to the Statement Lines tab and click the Create [ 4= ] icon.

Create Bank Statement 3 m m

* Bank Account | 3000046 - GENERAL EXPENSE - OSC | w Sequence Number
* Period Start Date | 3/3/23 te Legal Sequence
Number
* Period End Date | 3/17/23 "“g Intraday
* Statement ID | TestStatement Attachments None ==
Reconciliation Incomplete
Status P
Entry Type Manual
Balances J| Statement Lines
View v | 4 ¥ 2 Detach F
Transaction Transaction Transaction Reconciliation Reconciliation
Line Number Booking Date Code Code Type Reference Status
Description P

16. Enter the Booking Date (payment date) and the Transaction Code in the respective fields.

Create Bank Statement Line m

Bank Account 3000046 - GENERAL EXPENSE - OSC E-PAY Statement ID  TestStatement

General Information

Line Number 1

* Transaction Code I 475 v I

* ; fig
Booking Date I2f24’r23 © I Transaction Type Check

Value Date | m/dlyy te * Flow Indicator 4

Reconciliation
Reference * Amount 0.00 | USD

Reconciliation Status Unreconciled

17. Enter the Reconciliation Reference (payment) number.

Create Bank Statement Line [ ox | [ cancel|

Bank Account 3000046 - GENERAL EXPENSE - OSC E-PAY StatementID Tes!Statement

General Information

Line Number 1

* Transaction Code | 475 v
- i 124/, i
Booking Date  2/24/23 © Transaction Type Check
Value Date | midiyy L] * Flow Indicator w
Reconcilialionl 1033 I
Reference * Amount 0.00 USD

Reconciliation Status  Unreconciled
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18. Enter the details in Flow Indicator (always Debit) and payment Amount (always positive).

Create Bank Statement Line

Bank Account 3000046 - GENERAL EXPENSE - OSC E-PAY

General Information

Line Number 1

* Booking Date | 2/24/23

o'

oF

Value Date

nidlyy

Reconciliation

Reference )

Reconciliation Status  Unreconciled

"or | cresteAnoter ] cancl |

Statement ID  TestStatement

* Transaction Code | 475 =

Transaction Type Check

* Amcuntl 50.00 IUSD

19. Click the Create Another button.

Create Bank Statement Line

Bank Account 3000046 - GENERAL EXPENSE - OSC E-PAY

General Information

Line Number 1

o

* Booking Date | 2/24/23

o

Value Date = m/dlyy

Reconciliation

Reference | 1033

Reconciliation Status  Unreconciled

m Create Another m

Statement ID  TestStatement

* Transaction Code | 475 v

Transaction Type Check
* Flow Indicator | Debit ~

* Amount 50.00 | USD

20. Repeat steps 15-19 to fill in the information on the fields under the General Information

section for each needed statement line.

Create Bank Statement Line

Bank Account 3000046 - GENERAL EXPENSE - OSC E-PAY

General Information

Line Number 2

* Booking Date I 2/28/23

o
-

o

Value Date = m/dlyy

Reconciliation I I
Reference )

Reconciliation Status  Unreconciled

1

Statement ID  TestStatement

* Transaction Code I475 v I

Transaction Type Check

* Amount I 1,800.00 I usD
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21. Click the OK button.

Create Bank Statement Line

Bank Account 3000046 - GENERAL EXPENSE - OSC E-PAY Statement ID  TestStatement

General Information

Line Number 2

* Transaction Code | 475 v
* & o
Booking Date | 2/26/23 fe Transaction Type Check
Value Date | m/d/yy te * Flow Indicator | Debit vl
Reconciliation 1024 . .
Reference * Amount 1,800.00 ‘ usD

Reconciliation Status  Unreconciled

22. Click the Save and Close button.

Create Bank Statement @ mm

* Bank Account | 3000046 - GENERAL EXPENSE - OS( | w Sequence Number
* - Legal Sequence
Period Start Date ‘ 313123 [ piond
* Period End Date ‘ 317123 [ ] Intracay
* Statement ID ‘ TestStatement Attachments None ==

Reconciliation Status  Incomplete

Entry Type Manual

Balances Statement Lines

1033
Veww 4 # % T &betach
Line aw Booking Date Transaction (I':lode Tr R iliation  Reconciliation Amount (USD)
Number Code Description Type Reference Status Deposit
1 2/24/23 475 Check Paid Check 1033 Unreconciled
2 2/28/23 475 Check Paid Check 1024 Unreconciled

(l | >

23. A Warning pop-up appears. Click the OK button.

£\ Warning

The opening balance that includes the statement line credits and debits doesn't equal to the closing balance.
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24. The Confirmation pop-up appears. Click the OK button.

Overview

4 Processing Warnings and Errors
4 Search

Request ID

Statement ID

File Name

« Confirmation x

Your changes were saved.

OK

Status | Import warning v ‘

‘ Search ‘ Reset

25. Click the Tasks [ [Z] ] icon and select Manual Reconciliation under the Reconciliation

section.

Overview

4 Processing Warnings and Errors
4 Search

Request ID File Name

Statement ID Status  Import wamning v

View w Process Date Range | Last45days

File and Statement ID

Search Reset

Process Date

Request ID Status Repaorts

Bank Statements
« Create Bank Statement

+ Manage Bank Statements
« Load and Import Bank Statement
+ Create Bank Statements in Spreadsheet

« Generate Cash Transactions

E] Reconciliation
« Submit Autoreconciliation

« Manual Reconciliation

External Cash Transactions

Accounting
« Create Accounting

« Cash to General Ledger Reconciliation Report

« Bank Statement Report

26. Select the Bank Statement Lines and System Transactions radio button.

Manual Reconciliation &

Unreconciled Reconciled

4 Search

EBamk Statement Lines and System Transactions

* Bank Account v
Date  m/diyy e | - | midyy te
Amount

Bank Statement Lines

System Transactions

Transaction Type

Transaction Sources

Batch Reference

v Reference

v Statement ID

Search  Reset  Export
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27. Select the Bank Account details on the Bank Account field. Then, click the Search button.

Manual Reconciliation %) m

Unreconciled Reconciled

4 Search
@ Bank Statement Lines and System Transactions Bank Statement Lines System Transactions
* Bank Account |3000046 - GENERALEXPENSE-O | w I Transaction Type v Reference
Date | m/dlyy fe | - | mudlyy e Transaction Sources v Statement ID
Amount - Batch Reference

Reset  Export

28. Locate and select the desired bank statement line(s) and system transaction(s) from the
respective sections.

4 Bank Statement Lines 4 System Transactions
Vieww §H ¥ = Detach View w 57 ¥ = Detach
Transaction Transaction
Reference Date A Amount (USD) Type Reference Date Amount (USD) Type
v 1024 3122123 -1,800.00 Check 1054 2/9/23 -2,000.00
v 1033 3/14/23 -50.00 Check  J1024 12113122 -1,800.00
»
1025 1213122 -1,700.00
Columns Hidden 10
1036 114123 -1,650.00
Selected 2
Amount -1.850.00 1018 12112122 -1,600.00
1013 12/8/22 -1,505.00
1051 2/9/23 -1,400.00
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29. Scroll down to the bottom of the page and ensure that Difference is 0. Then, click the
Reconcile button.

Selected 2 1023 1213722 -100.00
Amount -1,850.00

1042 11723 7750

v | 1033 12/16/22 -50.00

1048 1/30/23 -15.00

1050 2/8/23 -12.50

1049 27123 -10.50

1006 12/6/22 0.00

Columns Hidden 12

Selected 2
Amount -1,850.00
I Difference 0.00 I

I Reconcile I

30. To verify completion, navigate to the Reconciled tab. Select the Bank Account and click the
Search button.

Manual Reconciliation @ m

Unreconciled | Reconciled

4 Search
@) Bank Statement Lines System Transactions
* Bank Account I3000046 - GENERAL EXPENSE-O | w I Transaction Type v Reference
Date | m/dlyy G | - | midiyy fe Transaction Sources Statement ID
Amount - Batch Reference
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31. The reconciliation details can be viewed here.

1 Reconciled

4 Search

@) Bank Statement Lines

Date | m/d.

Amount

4 Search Results

Actions v View v

Manual Reconciliation @

* Bank Account | 3000046 - GENERAL EXPENSE - O

L4 Transaction Type v Reference
Ce Transaction Sources Statement ID

Batch Reference

Search Reset

Transaction Source Reference Date Amount (USD) Transaction Type
4 Group 1
Statement 1024 322123 Sheck
Statement 1033 314723 heck
Payables 1024 12113722
Payables 1033 1211622
Wrap-Up

Create bank statements and manually reconcile bank statements, using the steps above.

Additional Resources

Virtual Instructor-Led Training (vILT)

e (CM100: Bank Reconciliation
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