Bank Statements


BANK STATEMENTS
Bank Statement details can be imported into the system via the brtStatementImport process. See ImportBankStatements document on the web site for details on how this can be achieved.

Or alternatively this process allows you to manually enter transaction details from your physical Bank Statement for reconciliation - all Deposit, Cheque and “Charge” type transactions can be entered for Reconciliation in a "one step" procedure (though some “charges” may actually end up being miscellaneous income items!)
The opening balance is calculated and displayed (after you have selected the Bank Account, Entered the Date and the Page) - this total is calculated as follows -:

General Ledger Total + Outstanding Cheques - Queried Cheques – Outstanding Deposits + Queried Deposits

The General Ledger total is the total balance for the Bank Account for ALL Entities using that account.

As transaction details are entered a net change (for that statement) is calculated as well as a closing balance for the account.

Fields indicated as mandatory with a Red Label require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.
To access Help for all fields – position cursor in the field and press F1 or click on [image: image1.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image2.png]Search



Search Button, or right click and select Search option. 

BANK STATEMENTS 
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· Bank Account – Select the Bank Account from the drop down list that you want to use for this bank statement entry.
· Date – Enter the date appearing on the Bank Statement.

· Page – Enter the page number appearing on the Bank Statement. If you have downloaded a statement electronically, people normally use the day’s date as a page number (eg:030312 for 3rd March 2012)
TRANSACTIONS
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· Type – Select the type from the drop down list eg. Bank Charge, Cheque or Deposit (remembering that a “Bank Charge” can also be used to record things like bank fees, periodical payments, miscellaneous income etc)
Also remember that direct deposits made into your Bank Account from your Customers will need to be processed as a Cash Receipt entry in the Accounts Receivable System and posted, and the resultant Bank Deposit posted, before they can be reconciled here.
· Date – Enter the Transaction Date from the Bank Statement 
· Reference –  If the transaction being entered is a: 
· Bank Charge: 
You are required to enter a charge code known to the system. 
Bank charge codes are maintained via the Bank Charges process in the Bank Reconciliation Maintenance menu, but charge codes can also be used to record things like interest received, miscellaneous receipts etc ... not just charges!)
· Cheque     :
You are required to enter the cheque number (as displayed on your Bank Statement).

· Deposit     : 
You are required to enter the deposit number (as displayed on your bank statement).

· Amount – Enter the amount of the transaction.
· Narrative – Enter any text to be associated with this transaction, or leave blank.
Click Next Row – to continue entering Transaction types. It is important to regularly save your entries. 

TRANSACTION TYPE - CHEQUE
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· Date – Enter the cheque date from the Bank Statement.
· Reference – Enter the cheque number from the Bank Statement.

· Amount – Enter the amount of the cheque from the Bank Statement.
If you enter the Cheque Reference for a cheque that has been entered and posted in the system, the details of the cheque will appear in the table bottom right of screen.  
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You only then need to click on Next Row to continue entering Transactions from the Bank Statement.
If you enter a Cheque Number that has not been drawn in the system, you will receive he following message 
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WARNING – This cheque has not been drawn for this account.   
You can continue entering Transactions from the Bank Statement if this occurs by simply clicking OK.  The cheque will appear in the table top of screen with a Tick in the Query option.  The system has identified this cheque as a Query because it cannot reconcile the cheque number entered here with an entry that has already been drawn through the system. 
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After you have completed and posted the current Bank Statement entries a Queried cheque will be present for this cheque transaction for this Bank Account.  This cheque may be queried, because it has been presented on this bank statement, but not drawn through the system (yet!?) or the drawn amount may be different to the presented amount that appeared on the bank statement.
Any transactions that are queried will display with a check in the Query column in the table, top of screen.
It is then up to you to correct any queries after you have entered the cheque here and the Bank Statement has been posted by clearing the Query via the Query Resolution Menu. Perhaps the cheque has been drawn in the system, but the cheque number was entered incorrectly, you will be able to see this if/when you produce a Bank Reconciliation report. Changing the cheque Number would resolve this type of error.  Change Cheque Numbers process is available in the Bank Reconciliation Other Functions Menu.   You can resolve any cheques errors via the Query Resolution Process.  
If you enter a cheque into the system that has been drawn, you only need to select the Transaction Type of Cheque, Enter the Date, Enter the Reference – being the cheque number, and the Amount will automatically display together with the Drawn details in the table bottom right of this screen.
If you enter a cheque number here and that cheque  has been entered and posted in the system it will not appear with a check in the Query column of the table top of screen.
However, a cheque entered here that has been identified as queried, for whatever reason will appear with a check in the Query column of the table top of screen.

Click Next Row – to continue entering Transaction types.  
 It is important to regularly and progressively Save your work. 
TRANSACTION TYPE – BANK CHARGE 
You will notice that when you select the Bank Charge Transaction type the bottom right table is blank.  
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· Type: 
Select Bank Charge
· Date – Enter the Transaction Date from the Statement 

· Reference – Enter a Charge Code know to the system.  Bank charge codes are maintained via the Bank Charges process in the Bank Reconciliation Maintenance menu.
Use Search function to locate valid Charge Codes here, or with cursor positioned in this field, right click with the mouse, select Maintain or Enquire option. You are then taken direct to the Bank Charges process where you can create a new Bank Charge if one does not already exist for the current Bank Charge you are entering on the Bank Statement.  Click Save to save any new entries. Click Exit and you will be returned to the Bank Statement process.
· Amount – Enter the amount of the Bank Charge direct from the Bank Statement. As previously noted, Bank Charges can also be used to record things like periodical or lease payments, interest received etc. The Debit or Credit indicator on the charge will be used to flag if the amount entered will be treated as a debit or credit amount (normally), though you can also enter negative amounts to reverse the normal treatment
· Detail – Will default with Bank Charges description or enter your own details here.

· Entity – Enter the Entity Code that this Bank Charge relates to.
· Narrative – Enter any narrative text to be associated with this transaction if required.
Click Next Row – to continue entering Transaction types.
It is important to regularly save your work. 
TRANSACTION TYPE – DEPOSIT 
You will notice that when you select the Deposit Transaction type the bottom right table changes to display Deposit details.  
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· Date - Enter the Transaction Date from the Statement.
· Reference – Enter the deposit number (as displayed on your Bank Statement).  If you need to locate the deposit number that might have been entered into the system, you can Search from this field, by positioning the cursor in this field.  Right click with the mouse and then left click the Search option, or Click the Search option top of screen and you will be presented with a Search screen listing all Deposits for the nominated bank account.
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Where you have used the Search function, and located the Deposit, click on the red text to select the nominated deposit to be returned to your Bank Statement screen.
· Amount – Enter the amount (as displayed on your Bank Statement).
Where you have used the Search function, to locate a Deposit, when that selection is returned to your Bank Statement screen, the amount will automatically be entered.
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The Deposit is then applied to the nominated Deposit entered, or selected via the Search process.  The Apply button is selected for this Deposit.  

Apply /Un-Apply Bank Statement Deposit to Outstanding System Deposit
If you enter a Deposit Reference and Amount from the Bank Statement exactly as it has been entered and posted in the system, these deposit details will display in the Deposit Details table.  
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The Apply Button in this Table will be checked.  This indicates that you wish to apply this deposit to the Outstanding Deposit.  
If you do not wish to apply this Deposit Transaction you entered against this Outstanding Deposit, you only need to uncheck the Apply field.
You will then notice that in the table at the top of the screen, this Deposit will have a check in the Query column.
If you wish to apply this Deposit to another outstanding Deposit – enter the details in the Reference field or make your selection from the Search screen.  Tick the Apply button for the other outstanding deposit.  This deposit will then not appear as queried in the table, top of screen.

 After this Bank Statement has been completed and posted, to resolve any Queries you will go to the Query Resolution, process in the Bank Reconciliation, Transactions, Query Resolution Menu.
If you enter a Deposit Reference that does not exist on the system, and you enter an amount in the Amount section – Outstanding Deposits matching the amount will appear in the Deposit Details table bottom right of screen.
If you enter a Deposit Reference that does exist on the system but, you do not enter an amount in the Amount section – no Outstanding Deposit details will appear in the Deposit Details table bottom right of screen.  You are required to enter the Reference and Amount exactly as it appears in the system for the system to match an Outstanding Deposit with the 
Bank Statement Deposit.  
To match another Transaction – click on the Next Row Button.
Select the Transaction type and continue to enter Transactions from the Bank Statement following instructions for each Transaction Type as listed above.

Click Next Row – to continue entering Transaction types.

It is important to regularly save your work. 
BANK STATEMENT EDIT LIST

Print a Bank Statement Note Edit List prior to posting any/all Transactions to check the accuracy of the entries.

An Edit List can be run as many times as you like, prior to posting.
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· Show Distribution Details – If you want to show more descriptive detail on the report, check for Yes, otherwise leave unchecked for No. 
· Batch for User –   If you have Transaction Batches set to Yes (See BR Parameters process, Transaction Batches field) this field will default with your user code.  If left blank, the Edit List will include Transactions that have been entered by ALL users.  If you only want to print the Transactions you have entered, enter your user code at this point.

Click on Continue. 

BANK STATEMENT JOURNAL POST
This process produces a numbered Journal, and updates the relevant Bank Reconciliation and General Ledger files.
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Deposits entered for a statement are checked against the outstanding deposits for the Bank Account and if found are removed from this area. If they are not found they are included as outstanding deposits.

Cheques are checked for differences between the presented amounts and drawn amounts and General Ledger entries are made to address any imbalance. Presented cheques which have not been drawn are flagged as such.

Any issues with differences between presented amounts and drawn amounts in the Bank Reconciliation Module, can be resolved via the Query Resolution Menu after the Bank Statement is posted.
· Show Distribution Details – If you want to show more descriptive detail on the report, check for Yes, otherwise leave unchecked for No. 

· Batch for User –   If you have Transaction Batches set to Yes (See BR Parameters process, Transaction Batches field) this field will default with your user code.  If left blank, the Edit List will include Transactions that have been entered by ALL users.  If you only want to print the Transactions you have entered, enter your user code at this point.

Click on Continue. 

TIPS!!!

DELETE ROW BUTTON
To delete a line from the current Bank Statement Entry – 

· Highlight the line you want to delete in the Table - top of screen

· Click on the X Delete button at the bottom of this table.
A Message box may pop up to confirm you want to delete this row?  (Unless you have disabled this warning in your user settings). Click OK and the row will be deleted.
DELETE BUTTON
Pressing the Delete button [image: image17.png]


  bottom right of screen will Delete ALL rows/entries from the current Bank Statement details.

If you have saved a Bank Statement Entry and for some reason had to exit from the process and now you want to continue or adjust/delete something with the Bank Statement Entry: - 

· Enter the Bank Account Number, the Date you used when you originally created this Entry and the Page Number that was also used when you originally created this Entry.
· The original Bank Statement details will be displayed, and you can continue entering your bank statement from the point you last saved

· If you then wish to delete a row from the table top of screen – highlight the row, and then Click on the X button.
· If you wish to delete all entries and start again – press  [image: image18.png]


 button.  You can then start from the beginning again to enter the Bank Transactions for this statement.
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