OVERVIEW

TxEIS Bank Reconciliation - 

Bank Reconciliaton

The TxEIS Finance and Human Resource applications provide a separate Bank Reconciliation system to reconcile the bank statement to the associated book Cash/Check transactions. 

Set Up 

_______1. Verify if you have a Finance Clearing fund.
 Bank Reconciliation > Tables > Options

Note: ONLY check this box if you have a Vendor Clearing Account at the bank that you transfer money to and from your Local Maintenance or General Operating account when you run Accounts Payable checks. 
_______2.  Each bank account group has fund codes and fiscal years associated with that group.  Indicate if the Bank Account Group should be Inactive, if you need to Extract HR, or Include Auto JV’s.

  Bank Reconciliation > Tables > Bank Account Fund Groups >  Bank Account Group

Note: We suggest you use the ‘Include Auto JV’s’ if you have a Clearing Acct at the bank.  
_______3.  This tab is used to create and maintain multiple group funds for each bank account. 

Bank Reconciliation > Tables > Bank Account Fund Groups > Bank Account Group Funds

_______4.  This is used to define the categories to be used in the reconciliation layout template, which is managed on the Layout tab. The categories currently in use will be defaulted so the layout will resemble the ‘old’ format. 

Bank Reconciliation > Tables > Reconciliation Layout> Categories Tab
_______5.  This tab was added to design the bank reconciliation layout template that displays the reconciliation summary information. There is a choice of Layouts: Single and double.  Most will use the Double Columns as shown in your previous Bank Reconciliation.  

Bank Reconciliation > Tables > Reconciliation Layout > Layout
The Layout tab is defaulted to look like it did in the ‘old’ screens.
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Bank & System Fields
There are 2 sides to the Bank Statement- The bank side (on the left) and the book side (on the right).  The goal is to make both sides equal each other.  

The bank side is for items that have cleared the bank. Verify any needs that should be corrected with the bank.

The book side is for items that have not cleared the bank or needs to be entered or corrected on the books and have already cleared the bank.

You may have an item that needs to go on both sides because it has not yet cleared the bank and has not been posted to the books but needs to be accounted for. 
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Bank Statement Fields:
Bank Side
Previous Balance – Enter from the bank statement

Cleared Deposits – Automatically populates as you check off deposits

Cleared Checks – Automatically populates as you check off checks

Cleared Journal Entries – Automatically populates as you check off checks

Bank Dividends/Interest – DO NOT enter dividends and interest earned from bank statement. Enter into TxEIS as a Cash Receipt. 
Banking Fees/Charges – DO NOT enter fees from the bank statement. Enter into TxEIS as a District Written Check or JV. 
Statement Balance – Enter ending balance from bank statement
TxEIS System/Book Fields

(The goal of this side of the Bank Rec is to reconcile the GL to match the Bank Balance.)

System Cash – This will display the GL Cash balance for the period shown at the top of this Bank Rec screen, according to the Bank Table.
Outstanding Deposits – These are being excluded from the System balance, because they have not cleared the bank yet. The amount is auto populated as you check off deposits.  
Outstanding Checks – These are being excluded from the System balance, because they have not cleared the bank yet. The amount is auto populated as you check off checks. 
Outstanding Journal Entries – These are being excluded from the System balance, because they have not cleared the bank yet. The amount is auto populated as you check off Journal entries. 
Bank Statement Balance – Manually enter the ending balance from the Bank Statement. Verify the sub total of the System side. System Cash, - O/S deposit, + O/S Checks – O/S JV’s. 
Miscellaneous Adjustment –Use this field for any miscellaneous adjustments.
Examples: 

· Cash from previous File ID until opening balances are rolled forward or entered.

· Outstanding transfers at the bank

Unreconciled Difference -  the system populates this display-only field with the calculated value based on the following formula:
Unreconciled Difference = System Cash - Outstanding Deposits + Outstanding Checks -  O/S Journal Entries - Statement Balance - Miscellaneous Adjustment

Unreconciled Difference should be 0.

1. Using your bank statement and the data on the page, ensure that any discrepancies are resolved.
2. If you have corrected an item, you will need to re-pull transactions as needed.
3. Click Update System Cash to update the totals if additional checks or deposits are selected or unselected for reconciliation.

· Click Comments to display the Comments page. The comments entered on this page are printed as the last page of the Bank Reconciliation reports. Type your notes or other information that relates to the particular bank account group reconciliation on the page.

· Click OK to save the comments and close the page.

· Click Cancel to close the page without saving data.

· A paperclip icon displays on the Comments button if comments exist for the selected vendor.

Type your notes or other information that relates to the particular bank account group reconciliation on the page.

4. To save work for resumption later, click Save as Pending.

5. If everything is in balance, Print and Save your file. 

6. To finalize the bank reconciliation, click Reconcile.

7.  Process if you are ready to finalize bank reconciliation. Click Cancel to return to the Bank Reconciliation tab.

8.  Select Print to print your bank reconciliation records.
9.  Cleared Deposits and Cleared Checks - includes all deposits and checks. Outstanding Deposits and Outstanding Checks - includes all deposits and check. Bank statement data, system data, and comments will print.
TEIS Bank Reconciliation – 

Bank & System Fields
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