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The following instructions contain sample data.  Always use your own data when using
these instructions.  

 Additional  Information  

Prerequisite:  A Bank Statement that needs to be reconciled.

2.11.2 Manual Bank Reconciliation Process 

  
  

  

  
  

Concept: 
 
The State of Georgia will support automatic and manual Bank Reconciliation methods of People 
Soft. 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.   
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Procedure   

Scenario: 
You have received the monthly bank statement for an account. Your agency reconciles deposits, 
wires and EFTs manually. You must perform the manual reconciliation for the account.    

Note: Before performing the Manual Reconciliation request, obtain the following report or query. 
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)  
  

 

 
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.  
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Step  Action  
4.    
 

The Manual Reconciliation process enables a user to reconcile statements for banks that 
do not provide an electronic file for their transaction data.  
  
Note: Void payments are automatically reconciled and Stopped payments must be 
manually reconciled.   
  
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 061000052)  
  
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 XX3 (to enter XX0032630889). 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.  
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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.    
 

A user may search for both reconciled and unreconciled transactions.  
  
Press [Enter] to continue.  
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Step  Action  
14.    
 

The Search By field enables the user to specify criteria for the transactions to be 
reconciled. Transactions may be searched by either the date range or by a range of 
transaction references (check, wire, EFT. Deposit, manual).  
  
Press [Enter] to continue.  
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Step  Action  

 
15.    
 

 
Once the search criteria have been entered, click the Search 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 report 
prior to manually reconciling the transactions.   
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Step  Action  

18.    
 

Click the OK button.  
 

  

 



Business Process Document 
Module 2 – Accounts Payable 

2.11.2 Manual Bank Reconciliation Process 
 
 

 

 

 

  
 
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'.  
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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.a 
 

 
Click the Return link to return to the Process Detail 
 

22.b 
 

Then Click the Cancel link to return to the Process List 
 
Press [Enter] to continue. 
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Step  

Action  

23.    
 

Click the Go back to manual Reconciliation  
 
Go back to Manual Reconciliation 
 
Press [Enter] to continue. 
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Step  

Action  

 
24.a    
 

If navigating back to the Manual Reconciliation page, the Bank ID (routing number) and 
Account # fields will automatically populate.  
 
The current date defaults in to the From and Thru fields.  
  

24. b Enter the appropriate information in the From and Thru fields.  
 

09/01/2009
  

09/30/2009
 

24.c Click the Search button.  

 
 
Press [Enter] to continue. 
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Step  Action  
25.    
 

Click the Select checkbox to choose the transaction reference id to be reconciled or click on the Select 
All button at the bottom to select all transactions to be reconciled.  
  
Note: Only select the transactions that have cleared the bank.  
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Step  Action  
26.    
 

Reconciliation Date is the date that the transaction cleared the bank. Enter the date shown 
on the bank statement. This date will be displayed as the Cleared On date on the Payment 
Inquiry page.   
  
Press [Enter] to continue.  
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Step  

Action  

27.    
 

Transaction Date is the date that the system transaction occurred.  
  
Press [Enter] to continue.  
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Step  

Action  

28.    
 

The Source field displays the origin application for the transactions.  
  
Press [Enter] to continue.  
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29.    
 

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



Business Process Document 
Module 2 – Accounts Payable 

2.11.2 Manual Bank Reconciliation Process 
 
 

 

 
  

 

  

 
Step  

Action  

30.    
 

After the cleared transactions have been selected, click the Reconcile pushbutton. The 
transactions will now be reconciled. Be certain that all transactions selected have cleared the 
bank.  
  
Note: Reconcile is the same as Save.   
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Step  Action  
31.    
 

Click the Account Register Report button. This report shows the Unreconciled references or the 
Reconciled payments based on the status that has been selected.  
 

  
32.    
 

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

 
 
 

  
   


