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2.11.1 Automatic Reconciliation Process 
  
Prerequisite:  Bank statement file loaded from bank.
  
  
Concept: 
The State of Georgia will support automatic and manual Bank Reconciliation methods of 
PeopleSoft. Bank Reconciliation is the process by which your cash transactions are reconciled with 
the bank’s records for a specific bank account. Each agency must choose either automatic or 
manual reconciliation method for each of their bank accounts. Once the agency has received their 
bank statement or is familiar with their banking cycle for each month, the agency will initiate the 
PeopleSoft bank reconciliation process.  
   
 Additional 
Information  
  
The following instructions contain sample data.  Always use your own data when using
these instructions.  
  



Business Process Document 
Module 2 – Accounts Payable 

2.11.1 Automatic Reconciliation Process 
 

 

 

Procedure 
  
Scenario: 
You have received your monthly bank statement and need to reconcile the account. You must 
verify that the statement has been loaded into PeopleSoft and you will need to run the process.  
  
Note: Before performing the Automatic Reconciliation process, you must obtain the following 
reports or queries. Use the query version if you wish to export the data to Excel.  
  
1. Account Register Report, which lists all PS payment activity processed for a specific bank 
account. (Crystal Report FIN4004 or Query FIN3004)  
2. Bank Statement, which lists bank transactions loaded into PS. (Crystal Report FIN4000 or 
Query FIN3000)  
  

 

  

   

 
Step  

Action  

1.    
 

Click the Banking link.  
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Step  

Action  

2.    
 

Click the Reconcile Statements link.  
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Step  
Action  

 
 
3.    

Click the Manual Reconciliation link.  
 

  



Business Process Document 
Module 2 – Accounts Payable 

2.11.1 Automatic Reconciliation Process 
 

 

 
 

 

 

 

  

   

 
Step  

Action  

4.    
 

The Manual Reconciliation page enables users to manually reconcile transactions 
such as System checks, Manual checks, Wire transfers, EFT payments and 
Deposits. The Account Register Report can also be obtained from the Manual 
Reconciliation page.  
  
Press [Enter] to continue.  
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Step  

Action  

5.    
 

Click in the Bank ID field.  
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Step  

Action  

 
 
6.    
 

The Bank ID is the bank's routing number. Enter the appropriate information 
into the Bank ID field.  
  
Type 061 (to enter 061000104)  
  
Tip: For this exercise, the complete field value will auto-populate once you 
type in the specific text.  
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Step  

Action  

 
 
7.    

Click in the Account # field.  
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Step  

Action  

 
 
8.    
 

Enter the appropriate information into the Account # field.  
  
Type X88 (to enter X8800000534). This is a sample account number used for 
training purposes.  
  
Tip: For this exercise, the complete field value will auto-populate once you type in 
the specific text.  
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Step  

Action  

9.    
 

Click in the From Date field.  
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Step  

Action  

10.    
 

Enter the appropriate information into the From Date field.  
  
Type 09/ (to enter 09/01/2009)  
  
Tip: For this exercise, the complete field value will auto-populate once you type 
in the specific text.  

 



Business Process Document 
Module 2 – Accounts Payable 

2.11.1 Automatic Reconciliation Process 
 

 

 

  

  
   

 
Step  

Action  

11.    
 

Click in the Thru Date field.  
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Step  

Action  

12.    
 

Enter the appropriate information into the Thru Date field.  
  
Type 09/ (to enter 09/30/2009)  
  
Tip: For this exercise, the complete field value will auto-populate once you type 
in the specific text.  
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Step  

Action  

13.    
 

The Status must be 'Unreconciled' in order to receive a list of all unreconciled 
payments.  
  
Press [Enter] to continue.  
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Step  

Action  

14.    
 

Click the Search button.  
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Step  Action  

15.    
 

 
If the bank account is defined as Automatic Reconciliation and the account is 
displayed by the Manual Reconciliation page, you will receive a warning.  
Click the OK button.  
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Step  Action  
 
16.    
 

 
Click the right scroll bar to view the bottom portion of this page.  
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Step  Action  
 
17.    
 

 
Click the Account Register Report button to view and print the Account Register.  
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Step  

Action  

18.    
 

Click the OK button.  
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Step  

Action  

19.    
 

Click the Process Monitor link to view the report.  
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Step  Action  
 
20.    
 

 
Click the Refresh button until the Run Status is 'Success' and the Distribution Status is 
'Posted'.  

  
 



Business Process Document 
Module 2 – Accounts Payable 

2.11.1 Automatic Reconciliation Process 
 

 

 

 

 
Step  

Action  

 
21.a   
 

 
Click the Details link to view or print the Account Register.  
  

  
21.b 

 
Click the  View Log/Trace link 

 
21.c 

 
Click the  FIN4004-_XXXX.PDF link to Open the Account Register 

  
Press [Enter] to continue. 
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Step  

Action  

22.    
 

In order to view and print the Bank Statement and run the Automatic 
Reconciliation process, click the Automatic Reconciliation link.  
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Step  

Action  

23.    
 

Automatic reconciliation can only be performed after the bank files have been 
loaded into the PeopleSoft system. Only System checks, Manual checks, and 
Express checks can be automatically reconciled.  
  
Press [Enter] to continue.  
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Step  

Action  

24.    
 

If navigating from the Manual Reconciliation page, the Bank ID (routing number) 
and Account # fields will automatically populate.  
  
Press [Enter] to continue.  
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Step  

Action  

25.    
 

Click in the drop down for the *Date field.  
 

Statement As Of Date
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Step  
Action  

26.    
 

Select the Date Statement Loaded Option 
  

Date Statement Loaded
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Step  

Action  

27.    
 

The current date defaults in to the From and Thru fields.  
  
Click in the From field.  
 

10/14/2009
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Step  

Action  

28.    
 

Enter the appropriate information into the From: field.  
  
Type 09/ (to enter 09/01/09)  
  
Tip: For this exercise, the complete field value will auto-populate once you type in the 
specific text.  
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Step  Action  
 
29.    
 

 
Click in the Thru field.  
 

 
10/15/2009
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Step  Action  
30.    
 

Enter the appropriate information into the Thru field.  
  
Type 09/ (to enter 09/30/2009)  
  
Tip: For this exercise, the complete field value will auto-populate once you type 
in the specific text.  
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Step  Action  
31.    
 

Click the Search button.  
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Step  Action  
32.    
 

The Stmt ID, Load Date and Time are populated from the bank file.  
  
Press [Enter] to continue.  
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Step  

Action  

33.    
 

The Trans number is the number of checks contained in the bank file.  
  
Press [Enter] to continue.  
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Step  

Action  

34.    
 

When the statement is retrieved the Reconciled field will be 0.  
  
Press [Enter] to continue.  

 



Business Process Document 
Module 2 – Accounts Payable 

2.11.1 Automatic Reconciliation Process 
 

 

 

 

   

 
Step  

Action  

35.    
 

The status of the file will default to Ready when the file is received. It will change to Complete 
when the total number of Trans equals the total Reconciled.  
  
Press [Enter] to continue.  
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Step  

Action  

36.    
 

Click the Select box to run the automatic reconciliation process and to run reports.  
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Step  

Action  

37.    
 

Click the Reports drop down list.  
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Step  Action  
38.    
 

To run Crystal reports, select Register to view and print the Bank Statement 
prior to running the Bank Recon process.  
Click the Register list item.  
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Step  

Action  

 
 
39.    

Click the Run Report button.  
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Step  

Action  

40.    
 

Click the OK button.  
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Step  

Action  

41.    
 

Use the Process Monitor link to view and print reports.  
  
Press [Enter] to continue.  

 
42.    

Click the Select option.  
  

 
43.    
 

Click Run Recon button to initiate the automatic reconciliation process.  
 

  
44.    
 

Notice the Status has changed from 'Ready' to 'Selected' when the process is initiated.  
  
Click the Process Monitor link.  

  
45.    
 

Click the Refresh button until the Run Status is 'Success' and the Distribution Status is 
'Posted'.  

  
46.    
 

Click the Go back to Automatic Reconciliation link.  
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47. Notice that the Reconciled field has been updated.  
 
 Click the Exceptions links to review the online exceptions.  

  

Step  Action  
 
48.    
 

This page displays the “Exceptions” detected by the automatic reconciliation process. There are several 
different types of exceptions: “Amounts not Equal” are transactions that cleared the bank at a different 
amount than that posted in PeopleSoft. “Not Found in System” indicates that the payment reference that was 
found in the bank file did not match a payment reference recorded in PeopleSoft. This could indicate a 
manual payment not posted or that the bank did not read the payment reference number as it was recorded in 
PeopleSoft. “Trans Date > Value Date” shows transactions that cleared the bank prior to the payment 
reference date that was recorded.  
  
Press [Enter] to continue.  
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Step  Action  
49.    
 

Any transactions that do not perfectly match can be corrected or forced to reconcile on this page or on 
the Manual Reconciliation page. These transactions should be researched prior to forcing the recon 
status. Payment reference types of Wire, EFT, and, Deposits must be manually reconciled. 
Transactions should be marked as “reconciled” if all of the payment information matches the bank 
statement.  
  
Press [Enter] to continue.  

50.    
 

Use the Run Report button to generate the Exceptions, Errors, and Account Register Crystal reports. 
Once this option is selected the report may be retrieved by clicking the Process Monitor link.  
  
Press [Enter] to continue.  

51.    
 

You have successfully completed the Automatic Reconciliation Process topic.  
End of Procedure. 

 


