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Bookkeeping - Bank Reconciliation

 This function is used to reconcile the transaction upon receiving the
hardcopy bank statements to avoid error and fraud.

« Only posted vouchers with bank ledger transactions are able to be
reconciled in this function.

» Transactions may have 3 recon status:

e “Match”
e transaction matched with bank statement

e “Unmatch”
e transaction does not match or is not found in the bank statement

e “Other”
« for those transactions involving bank ledger but they are of

adjustment nature and without actual cash movement
» Default reconciliation status of a bank ledger transaction is “Unmatch”.

» User should retrieve the vouchers and verify them with the bank statements.
Then set the reconciliation status to “Match”.



Reconcile Bank Transaction

User: fannyl Last Login: 06/06/2003 1549 Logout
Current School Year: 2002

| Help | PR
¥ June 2003 16:56 |

[S-FBK11-01] FMP > Bookkeeping > Bank Reconciliation

* FMP Bank Ledger Code

»  Common Setup .
Transaction Type
»  Budgeting
= Bookkeeping e T

GE UL | | Transaction Date (DDMMA )

Recon Status

@ Search ] [ @ Reset ]

Receipt Youc

Journal Vouc
Petty Cash WV
Cheque Printi

Voucher Post
Month End
Pre-Year End

Year End

Reconciliation Month To Prepare (try™™ry)

|GEDIZI1 - Bank - Government Fund j
[ALL =l
| To

ALL 7

Step 1. Click [Bookkeeping] - [Bank
Reconciliation] from the left menu

Step 2. Enter the search criteria




Reconcile Bank Transaction

User: fannyl LastLogin: 06/06/2003 15:49 Logout | Help | TPRCRGE

Current School Year: 2002 ¥ June 2003 16:56 |

* FMP

»  Common Setup

»  Budgeting

= Bookkeeping
Payment You

Receipt Youc

Journal Youc
Petty Cash WV
Chegue Printi
Voucher Post
Month End

Pre-Year End

Year End

[S-FBK11-01] FMP > Bookkeeping > Bank Reconciliation

Reconciliation Month To Prepare (try™™ry)

Bz

Step 3. Select Bank

Bank Ledger Code

|GEDIZI1 - Bank - Government Fund j

Transaction Type

Voucher No.

Payment Yaucher

Receipt Youcher

Journal Youcher

Petty Cash Youcher
—

Transaction Date (DD ™)
Recon Status

Ledger Code

@ Search ] [ @ Reset ]

Transaction Type includes
Payment Voucher, Receipt Voucher,
Journal Voucher and Petty Cash

Voucher. User may select a
specific Transaction Type.



Reconcile Bank Transaction

User: fannyl LastLogin: 06/06/2003 15:49 Logout | Help | TPRCRGE
Current School Year: 2002 7 June 2003 16:56

* FMP

»  Common Setup

»  Budgeting

= Bookkeeping
Payment You

Receipt Youc

Journal Youc
Petty Cash WV
Chegue Printi
Voucher Post
Month End

Pre-Year End

Year End

[S-FBK11-01] FMP > Bookkeeping > Bank Reconciliation

Reconciliation Month To Prepare (try™™ry)

Bank Ledger Code

Transaction Type

Voucher No.

Transaction Date (DD ™)
Recon Status

foszooz

|GEDIZI1 - Bank - Government Fund j
[ALL =l

| To

(B search | DEJ Reset

Ea

Unmatch

hatch
Other

Recon Status includes Unmatch,

Match and Other. User may select a
specific Recon Status to search for
transactions.

Step 4. Click [Search] button




i Reconciliation status and
remarks for “Match” or “Other”
[S-FBK11-02] FMP > Bookkeeping > Bank Reconciliation Cannot be amended Other than

Reconcile Bank Transaction

Reconciliation Month To Prepare (M v W
changed from default

* FMP Bank Ledger Code IGSDEH - Bank- Gavernrment Fund = | “Unmatch”

»  Common Setup

Transaction Type ALL -
* Budgeting I J

% Bookkeeping [HEHETE LI | To|

GE UL | Transaction Date (DDMMA ) |

Receipt Youc Recon Status ALL i
Journal Vouc

e | [[BR search | [ Reset |

Cheque Printi Transaction Transaction DriCr Re: onciliation
voucher Post Date Amount I lonth To
(DDAAMAYYY) % | 'repare
Month End
Pre-vear End Cr [Pending for matching, &t will appear in the fut
Year End o |
BEOLAG-00003 Cr Remnarks 1 107 N
FROL0G-01 i Femarks 2 !‘_QD;)

[ Match ][ Unmatch ][ Other ][ Save Remarks ]

Selected transactions are listed




Reconcile Bank Transaction
1. Match with Bank Statement

User: fannyl LastLogin: 06/06/2003 15:49 Logout | Help | TPRCRGE

Current School Year: 2002 ¥ June 2003 17:22 |

* FMP

Common Setup

Budgeting

¢ Bookkeeping

Payment You
Receipt Youc
Journal Wouc
Petty Cash WV
Chegue Printi
VYoucher Post
Month End

Pre-Year End

Year End

[S-FBK11-02] FMP > Bookkeeping > Bank Reconciliation

Reconciliation Month To Prepare (Mmoo |gg,gmg

Bank Ledger Code | 35001 - Bank- Government Fund |
Transaction Type | ALL j

Voucher No. | Tol
Transaction Date (DD ™) | Tc-|

Recon Status ALL -

@ Search ] [ @ Reset ]

Transaction
Date
(DDMAMAYYY)

Youcher No. .

Recon
Status

Reconciliation
Month To
Prepare
(MMAYYYY)

Cheqgue No. | Transaction
Amount
4

|Pending for matching, It will appear in the fut

PROLAS-00003
FPEOICR-01

.iﬂﬂﬂ nmatch her ave Remarks
b pumatt e | v ] Step 1. Select the checkbox(es) next to

[Transaction Date]

Step 2. Fill in [Remarks], if necessary

Step 3. Click [Match] button




Reconcile Bank Transaction
1. Match with Bank Statement

User: fannyl LastLogin: 06/06/2003 15:49 Logout | Help | TPRCRGE

Current School Year: 2002 ¥ June 2003 17:22 |

¥ FMP

Common Setup

Budgeting

¢ Bookkeeping

Payment You
Receipt Youc
Journal Wouc
Petty Cash WV
Chegue Printi
VYoucher Post
Month End

Pre-Year End

Year End

[S-FBK11-02] FMP > Bookkeeping > Bank Reconciliation
Record updated successfully.

Reconciliation Month To Prepare (thiry™™ry)

Bz

Bank Ledger Code | 35001 - Bank- Government Fund |
Transaction Type | ALL j
Voucher No. | Tol
Transaction Date (DD ™) | To|
Recon Status ALL -
@ Search ] [ @ Resat ]
Transaction | Youcher Ho. . | Cheque No. | Transaction Recon Reconciliation
Date Amount Status Month To
(DDAAMAYYY) % Prepare
(MM
-
r
r an0eal | FROLAG 00003 Q002
r an0eaonl | FROLOR0] Q002

[ Match ][ Unmatch ][ Other ][ Save Remarks ]

[Recon Status] is
changed to ‘Match’




Reconcile Bank Transaction

User: fannyl LastLogin: 06/06/2003 15:49 Logout | Help | TPRCRGE

Current School Year: 2002 ¥ June 2003 17:22 |

2. Unmatch with Bank Statement

[S-FBK11-02] FMP > Bookkeeping > Bank Reconciliation
Record updated successfully.

Reconciliation Month To Prepare (i) W
* FMP
. Common Setup| IR LSy | 35001 - Bank- Government Fund |
» Budgeting Transaction Type [ALL =]
¢ Bookkeeping Voucher No. | T-::-|

Payment You

Receipt Vouc Transaction Date (DD ™) I

Journal Vouc Recon Status ALL

Petty Cash WV

@ Search ] [ @ Resat ]

Transaction | Youcher Ho. . | Cheque No.
Date
(DDMAMAYYY)

Cheque Printi

Voucher Post
Month End
Pre-Year End

Year End

Transaction il Recon
Amount Status

Reconciliation
Month To
$ Prepare

(MMYYY)

3002001 | PROLOS-00003

o000 G |Mach | Do

FPEOICR-01

a0 Cr o |Match | DR

.._.
=]
~
-
m
=
L
=
wn
=1}
<
m
-
hl
3
=1}
3
in
L

Step 1. Select the checkbox(es) next to
[Transaction Date]

Step 2. Fill in [Remarks], if necessary

Step 3. Click [Unmatch] button




Reconcile Bank Transaction
2. Unmatch with Bank Statement

User: fannyl LastLogin: 06/06/2003 15:49 Logout | Help | TPRCRGE

Current School Year: 2002 ¥ June 2003 17:22 |

¥ FMP

Common Setup

Budgeting

¢ Bookkeeping

Payment You
Receipt Youc
Journal Wouc
Petty Cash WV
Chegue Printi
VYoucher Post
Month End

Pre-Year End

Year End

[S-FBK11-02] FMP > Bookkeeping > Bank Reconciliation
Record updated successfully.

Reconciliation Month To Prepare (thiry™™ry)

Bz

Bank Ledger Code | 35001 - Bank- Government Fund |
Transaction Type | ALL j
Voucher No. | Tol
Transaction Date (DD ™) | To|
Recon Status ALL -
@ Search ] [ @ Resat ]
Transaction | Youcher Ho. . | Cheque No. | Transaction Recon Reconciliation
Date Amount Status Month To
(DDAAMAYYY) % Prepare
(MM
-
r
r an0eal | FROLAG 00003 Q002
r an0eaonl | FROLOR0] Q002

[ Match ][ Unmatch ][ Other ][ Save Remarks ]

[Recon Status] is
changed to ‘Unmatch’




Reconcile Bank Transaction

3. Voided, Adjustment or Non-Cash Movement

User: fannyl LastLogin: 06/06/2003 15:49 Logout | Help | TPRCRGE

Current School Year: 2002 ¥ June 2003 17:23 |

Record updated successfully.

[S-FBK11-02] FMP > Bookkeeping > Bank Reconciliation

Reconciliation Month To Prepare (Mmoo |gg,gmg

* FMP
Bank Ledger Code R R -
» Common Setup o |GEDIZI1 Bank- Government Fund J
» Budgeting Transaction Type [ALL =]
= Bookkeeping Voucher No. | T-::-|

Payment You

Receipt Vouc Transaction Date (DD ™) I

Journal Vouc Recon Status ALL

Petty Cash WV

@ Search ] [ @ Resat ]

Transaction | Youcher Ho. .
Date

Cheque Printi

Voucher Post
Month End

Pre-Year End

Year End M 0082001 (CACOS

(DDMAMAYYY)

Transaction il Recon Reconciliation

Status Month To
Prepare

(MMYYY)

300001 | GROR0L-01

3 3002001 | PROLOS-00003

3002001 |FROLOGL0L

Match Unmat£ [ Other ] ave Remarks ]

Step 1. Select the checkbox(es) next to
[Transaction Date]

Step 2. Fill in [Remarks], if necessary

Step 3. Click [Other] button



Reconcile Bank Transaction User: fannyl LastLogin: 06/06/2003 15:49 Logout | Help | TPRCRGE

3 V0|ded Adjustment or Non_CaSh Movement Current School Year: 2002 7 June 2003 17:23

[S-FBK11-02] FMP > Bookkeeping > Bank Reconciliation
Record updated successfully.

Reconciliation Month To Prepare (Mmoo |gg,gmg
* FMP

Bank Ledger Code - - -
» Common Setup o |GEDIZI1 Bank GnvernmentFundJ

» Budgeting Transaction Type [ALL =]
¢ Bookkeeping

Voucher No. | Tol
Payment You

Receipt Vouc Transaction Date (DD ™) I

Journal Vouc Recon Status ALL -

Petty Cash Vo [__Ig-i Search ] [ @ Reset ]

Cheque Printi

voucher Post Transaction | Youcher No. . | Cheqgue No. | Transaction i Recon Reconciliation
Date Amount Status Month To
Month End (DDMMAYYY) 3 Prepare
Pre-Year End (MMYYYY)
Year End | 30092001 |CACO0S 123000001 Cr |Unmatch |Pending for matching, It will appear in the fut o200
= M 0001 (GP0R0L-01 1000000 O Match | CRfa00
r—
| 30000000 |PROLOSO0003 1900000 Cr | Other | | (02
r 0090001 |PROLCR-0L 00000 O nrnatch | R0




Reconcile Bank Transaction
4. Save Remarks

User: fannyl LastLogin: 06/06/2003 15:49 Logout | Help | TPRCRGE

Current School Year: 2002 ¥ June 2003 17:23 |

¥ FMP

Common Setup

Budgeting

¢ Bookkeeping

Payment You
Receipt Youc
Journal Wouc
Petty Cash WV
Chegue Printi
VYoucher Post
Month End

Pre-Year End

Year End

[S-FBK11-02] FMP > Bookkeeping > Bank Reconciliation
Record updated successfully.

Reconciliation Month To Prepare (thiry™™ry)

Bz

Bank Ledger Code | 35001 - Bank- Government Fund |
Transaction Type | ALL j
Voucher No. | Tol
Transaction Date (DD ™) | To|
Recon Status ALL -
[__Ig-i Search ] [ @ Resat ]
Transaction | Youcher Ho. . | Cheque No. | Transaction Recon Reconciliation
Date Amount Status Month To
(DDAAMAYYY) % Prepare
(MM
r 00000 (CANDS 12300000 Ok Unmoatch |PE:11dJng for matching, It will appear in the fut Cfa002
M ol |GROs01-01 10000 Cr Match I IMatch with the bank streroent Cfa002
r an0eal | FROLAG 00003 1o Cr Ciher | Q002
r an0eaonl | FROLOR0] 20| O Unroatch | Q002

[ Match ][ Unmatch ][Dther

Step 1. Fill in [Remarks]

Step 2. Click [Save Remarks] button




Reconcile Bank Transaction
5. Retrieve Transactions of Next Month

User: fannyl LastLogin: 06/06/2003 15:49 Logout | Help | TPRCRGE

Current School Year: 2002 ¥ June 2003 17:36 |

* FMP

»  Common Setup

=  Budgeting

= Bookkeeping
Payment You

Receipt Youc

Journal Wouc
Petty Cash WV
Chegue Printi
VYoucher Post
Month End

Pre-Year End

Year End

[S-FBRTT-IZ] FTMF * BODKKEEPINg - Dank RECOnNCIEion

Reconciliation Month To Prepare (i) | [Tof0m L The followin g mon th of
Bank Reconciliation

Bank Ledger Code IGEDEH - Bank- Government Fund |

Transaction Type [ALL

Voucher No. |

Transaction Date (DD ™) |

Recon Status ALL -

@ Search ] [ @ Reset ]

DriCr Reconciliation
Month To
Prepare

(MMYYY)

|| Transaction Transaction
Date Amount
(DDMMA YY) %

Youcher No. . Recon

Status

Chegue No.

| 30092000
‘ r | 30092001 |PFO10S-01

CAQNS 123,000,000

2,030.03| i |Unm:h

Cr |Unmaich Y| [Pending for matching, It will appear in the fut

Match Unmatch || Other || Save Remarks

Iltems brought over
from last month

Note:
Transactions with status set to “Match” or “Other” will not appear in the
next or future reconciliation months. Transactions with status set as

“Unmatch” will, however, re-appear in the next or future reconciliation
months until the status is set as either “Match” or “Other”.




Note:

e The School Account Staff can
e (i) click the checkbox to mark the transaction as ‘Other’ if the cheque has
been voided, or
e (ii)) mark the transaction as ‘Match’ if the cheque has been presented at
the bank.
In any case, user is allowed to change back the status to ‘Unmatch’ any

time in the selected reconciliation month.

Bank Reconciliation : Slide 15



Note:

« Bank Reconciliation Report can be retrieved in Bookkeeping > Report - FBK 2

Monthly Report R-FBK039-E

«For transactions appear on Bank Statement but not yet recorded in bank ledger,

user should enter amount in “Amount Not Yet Recorded” on “Report” screen.

Current School Year: 2002

puser Login Time: 12/02/2003 10:47 Logout | Help | PapRF

12 August 2003 11:25

Home
= FMP
»  Common Setup

[5-FBK15-39] FMP = Bookkeeping >~ Report
Bank Reconciliation Statement (R-FBK039-E):-

Built-in Template

» Budgeting Please input the print criteria.

" Bookkeeping

Bank Ledger Code |GEEIIZI1 Bank - Government Fund
Reconciliation Month 03
00 ' |
Amount Not Yet Recorded I + j Igjm
Petty Cash Vi Format I POF vl

Cheqgue Printi

Preview & Print | To File | [_@ Reset | [ <] Back |

Youcher Post
Month End
Pre-Year End

Enter Amount Not Yet
Recorded




Bank Reconciliation Statement report (R-FBK039-E) Press

ESCAPE
E-FRBEU39-E PRIMARY SCHOOL (&AM} (TYEE 2} to return
BAME RECOMCILIATION STATEMEMT
Bank Ledger Account + GA00] Bank - Government Fusnid Frint by : fmpuser
Date s OBS10/2003
Time : 15:40

Bank Reconciliation Month = 09/2003 Fage : 1 af 2

VOUCHER HO. {CEEFIE HO.) REMARE 3 g
Balance Per Bank Ledger 30/09/2003 0,00
Less: Transactions not recorded in Statement

ARGEOTO3-2 2, 500,00 Cr

CATESTEER 6,00 CE

GPOOLL £.00 Cr

GPOLLA-04 1,360.00 Cr

GP0Z208-01 1,000,000 Cr

GEOTO03-4 12,00 Ck

4558400 Cr
Amount not yet
recorded

Add: Transactions not recorded in Ledger 250000
Balance Per Bank Statement 30,/09/2003 7,384 .00

Bank Reconciliation : Slide 17



