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Account Reconciliation

Account Reconciliation is a function that helps you automatically reconcile the account balance that
you can get from your bank as a file, against what you have posted on a particular account in
Fortnox.

Reconciliation can also be carried out manually without uploading any file, and the function can also
be used to reconcile other balance sheet accounts.

Accounts are reconciled under Accounting - Accounting - Reconcile Account.

FoRTNOX E B AEDE &

Supplier invoices | Quotes | Sales Orders | CustomerInvoices | Registry | Repors | Financial Overview

List Mew Journal Entry [Reconcilenccount} Search Amount Recard Daily Sales Accruals Import Journals

Access Rights
To be able to use the account reconciliation functionality, you must have Access Rights to this

feature. These are set per user under Settings - Users. Choose a user and click on Edit User. You can
then tick the box for Account reconciliation under Accounting Access Rights.

Accounting Access Rights

Select all / deselect all Supplier Invoices View reports

Journals Save View activity log
Post Post View financial overview
Delete Register payments and post invoices View cancelled rows
Change Create payment files

Record daily zales Restore payment files

View created by / changed by Amend supplier records

Account reconciliation ] Amend project records

Delete bank transactions “oid supplier Invoices

Create accruals Authorise invoices
Execute accruals - Accounting Create payment prioritizations

Execute accruals - Supplier Invoices Authorise payments

~—
HEEEgEE

Execute accruals - Customer View created by / changed by

EEENESEEE g EEE

Invoices Create accruals

Note: You must be an Application Administrator (for Accounting in this case) to be able to edit user
rights.
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Administration w

System Admin Application Admin CRM Application Admin Time
[ Application Admin Accuunting] Application Admin Order
Application Admin Inwoicing Application Admin Archive

Settings for Account Reconciliation

Under Settings - Accounting - General - Account Reconciliation, you can specify your settings for
managing account reconciliation.

ForTNOX E B AEFOBE &

General Accountind @ |nyoicing | Order | CRM | Time | Archive | Registry | Users

Series and Types ¥ Payments¥  DataEntry¥  Tracking¥  Chart of Accounts ¥

Financial Year

Accruals .
Currency
insactions: [
Budget ®
Account Reconciliation -3 El
Close Period “ile Format. [ OFX (]
WAT

1. If you want all transactions which are not customer or supplier payments to be summed-up into
one post per day in the reconciliation, tick the box Sum of “Other” Transactions. Other includes
all transactions which are not customer payments or supplier payments.

Account Reconciliation

[Sum of "Other” Transan:tinns:} [ ®
Display discrepancy warning:

Max. Days Discrepancy. |0 |E|
Default File Format. [ csv =]

If you choose to "sum” other transactions, in your reconciliation view the post Other will appear and

you have to click on the plus “+” sign in the left hand column to open up the post and see the details
of each day. See below:
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Hovember
I T N T S ]
2011-11-14 Invoice Payments 10,00
J011-11-27 | Other 1,71 |:|
[ 2011-11-28 | Other ] -220,34 [0
2011-11-28 Invoice Payments 19 560,00 D
Hovember
T N T S
2011-11-14 Invoice Payments 10,00 |:|
2011-11-27 Cther -1.71 D
2011-11-27  |interest .71 [0
2011-11-28 Cther -230.34 D
2011-11-28 Sundry 20,54 D
2011-11-28 Loan -400,00 |:|
011 2011-11-28 Thames water {25) 7207 D
b1z 2011-11-28 Tesco (35) 8.05 |:|
2011-11-28 Invoice Payments 19 £60,00 D

2. Tick the box in front of Display discrepancy warning if you wish a warning message to appear
before you save, if there is a discrepancy between the accounting transactions and the banking
transactions in your reconciliation.

Account Reconciliation

Sum of "0Other” Transactions: {D

l Dizplay discrepancy warning: I
Max. Days Dizcrepancy: |2 El
Defautt File Format: | OFX 2

.
€ The page at https;//192.168.7.220:3019 says: | &5

Reconciliation discrepancy between accounting and bank.

Ok

3. Under Max. Days Discrepancy, you can specify how many days difference is acceptable when
automatically matching the transactions in the file you have uploaded, with the transactions
posted in Fortnox. When you click on Match Transactions under Accounting - Account
Reconciliation, the application then searches for the same amount plus /minus the number of
days specified in the field.
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Account Reconciliation w

Sum of "0Other” Transactions: @
Digplay discrepancy warning:

Max. Days Discrepancy. |2 E|
Default File Format: | OFX El

4. Commercial banks have different formats for handling text files. Select the file format you will
upload and use most frequently in the drop-down menu by the field Default file format.

Account Reconciliation w

Sum of "0Other” Transactions: G}
Dizplay dizcrepancy warning:
Max. Days Dizcrepancy. |2 El

Default File Format:

Select File Format
OFX
QIF

Available Accounts

Under Available Accounts enter the account(s) you want to be able to match in your accounting,
such as your main current account and your cash account. The account you select by ticking the radio
button will be the default account for account reconciliation and will automatically appear in the
Reconcile Account view.

Account Reconciliation =

Sum of "Other” Tran=sactions: {D
Dizplay discrepancy warning:
Max. Days Discrepancy: | 2 El

Defautt File Format: [ csv |
Available Accounts
i@ |1930 Main Bank Current Account
i 1910 Petty Cash

aaaal

These accounts will then be displayed in a drop down menu in the view Reconcile Account,
under Upload and Match Bank Transactions. See below.
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Upload and Match Bank Transactions ¥

Alcho: [1930[+] | File Format [ oFx [=] | [chooseFile | Mo file chosen Read File Undo File Upload

1930

6. If you want to start using the Account Reconciliation function in the middle of a financial year,
then you must specify a starting value under Opening Balance, in the Balance column so that the
software can give the correct closing balance after the first reconciliation. When the next
financial year is created, fill in your opening balance for the account before you start reconciling
in the new year.

Opening Balance

Existing Financial Years

cwo  JFom o |Batance

1930 2011-01-01 2011-12-31
1930 2012-01-01 2012-12-31

1930 2013-01-01 2013-12-31

1930 2014-01-01 2014-12-31

Note: Before you start reconciling make sure that your bank and you accounting balance.

Workflow for reconciling accounts

The Account Reconciliation functionality can be found under Accounting - Accounting - Reconcile
Account.

The function is very useful whether you choose to reconcile automatically by uploading a file you get
from your bank, or manually by ticking transaction against a paper bank statement.

FoRTNOXx E B A B OB &, Monica [ e Logout

My First Company

Accounting

List Mew Journal Entry Reconcile Account Search Amount Record Daily Sales Accruals Import Journals

& EN ¥

[ ACNo: (1930 |= Date: | 11-03-2012 = - |30032m2 | = Journal Type: [+]
Upload and Match Bank Transactions
ACNo: [1930[w]  File Format | OFX [+] No file chosen
X X 0 accounting transactions are hidden
Match Transactions @ Hide marked 0 banktransactions are hidden
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Search for Accounting Transactions

Under the tab Search for Accounting Transactions, enter the account that is to be reconciled as well
as the period, and if necessary which journal type you are specifically looking for. Then click on
Search.

Search for Accounting Transactions

AICHNo: 1930

Date: | 01-01-2012 = - 31-12-2012

Journal Type: :E-Supplierpayment |Z[

The accounting transactions for the selected period and the parameters you have entered, are now
displayed on the left side of the screen under the heading Accounting Transactions.

FORTNOX E B AEDOE & & Momca (@ Heip Logout

My First Company

Accounting Sales Orders | CustomerInvoices | Registry | Reports | Financial Overview

List ~ MewJournal Entry  Reconcile Account  Search Amount  Record Daily Sales Accruals Import Journals

® B i

[Dste' 2011-11-01 = - 2011-11-20

AJC No: 1820

Journal Type: El

i
-

X X 0 accounting transactions are hidden
SEEITETEESTS | (0 Hide Marked 0 bank transactions are hidden

ccounting Transactions Opening Balance 0,00

October

oot Jose et omro =
-1

2011-10-10 Supplier pgyments out 2954,00 I:‘
2011-10-28 | Other 16 861,66| [O]

Account Balance -3 332,34

2011-11-01 - 2011-11-30

ot et Jose et o =

2011-11-14 Invoice Payments 10,00 I:‘
2011-11-27 Cther -1.71 I:‘
2011-11-28 Cther -230,24 I:‘
2011-11-28 Invoice Payments 19 560,00 [F]
2011-11-30 Supplier pgyments out -85,14
Account Balance 15908 47 Total Marked -96 14

Closing Balance -96,14

Cancel

Upload Transactions

The next step consists in selecting the file format and uploading the bank file if you are going to
reconcile automatically. If you are going to reconcile against a paper statement you can skip this
step.
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Upload and Match Bank Transactions
AICNo: 1930 IZ| File Format: Ccsv E Choose File | Mo file chosen Read File Undo File Upload Matich Transactions @

Under the tab Upload and Match Bank Transactions, the account you registered as default under
Settings - Accounting - General - Account Reconciliation is suggested. If you want to change account,
select from the drop-down menu.

Note: Displayed are only the accounts that you entered under the settings for Account Reconciliation.,
Under Settings - Accounting - General - Account Reconciliation.

Upload and Match Bank Transactions

File Format: | csv E|

The File Format you specified in the settings is also suggested as default. Different banks may use
different formats. If you wish to change format, select from the drop down menu of available
formats.

Upload and Match Bank Transactions

AICMo: |1930 [w] (File Format: |csv =
Select File Format
OFX

QlIF

Match Transactions [

The next step is uploading your bank file. Click on Choose File and fetch your file from where it is
stored.

Upload and Match Bank Transactions w

ACNo: [1930[+] FileFormat [Csv [=] | [ choase File | Mo file chosen Read File Undo File Upload

Once the correct file has been selected, click on Read File.

Upload and Match Bank Transactions w

ACMNo: [1930 [w]  FileFormat [ SV [=| [ choose Fie | No fils chosen l ReadFie JJ] Undo Fie Upioad

The banking transactions are then uploaded and appear in the right hand column under Bank
Transactions.
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Search for Accounting Transactions

B B

AJC No: 1830 =

Date: | 2011-10-01

- 20M1-10-30

Journal Type:

B

Upload and Match Bank Transactions v

AICNo: [1930[w]  File Format [ OFX

Match Transactions [N} Hide Marked

Accounting Transactions

2011-10-01 - 2011-10-30

[ttt o it oo ==

2011-10-10 Supplier payments out

(v ] 2011-10-28 Nilssons (23)
D10 2011-10-28 Advice (24)

Account Balance -3 332,34

If you need to, you can undo your upload by pressing the Undo File Upload button.

El Choose File | Mo file chosen

0 accounting transactions are hidden

0 bank transactions are hidden

Read File Undo File Upload

Opening Balance 0,00

October

-12 534,00 D 2011-10-27
333,33 D 2011-10-27

16 328,33 D 2011-10-27
2011-10-28

2011-10-28

Total Marked 0,00 | 2011-10-28
Closing Balance 0,00 | 5544 1g.28

2011-10-28
2011-10-28
2011-10-28
2011-10-28
2011-10-20

ank Transactions

THAMES WATER {OTHER)
GROSS INTEREST (CTHER)
INT'L 0042822808 {OTHER)
TESCC STORES 5222 (OTHER)
STARBUCKS {OTHER)

FRET A MANGER {OTHER)
NILSSON L & {OTHER)
ADVICE CONFIRMS {CTHER)
CASH LLOYTSBE OCT28 (ATM)
CASH SAINSBY OCTZ3 (ATM)
IW {CTHER)

xﬁorﬁum 0,00

Opening Balance -3 1291

fore e et —m| |

TESCC STORES (OTHER)

.85 [0

=

seas [0 W
0 & W
200 W
250 3 W
<00 & W
s 0 W
w0 & W
1252400 [0 | B W
=000 0 & W
2000032 W
s [0 & W

Total Marked 0,00
Closing Balance -3 129,

Upload and Match Bank

AJC No: 1930 El File Format:

OFx [=] [ choose Fie | Mo file chosen

Read File | Undo File Upload

Tip! If you upload bank files every day, but do not reconcile accounts daily, you can still upload the
files. When, at a later date, you want to begin the reconciliation, just search for the desired period in
the field Search for Accounting Transactions and the software will display the previously uploaded

Bank Transactions.

Search for Accounting Transactions ¥

B B

AJCNo: | 1930

[ Date: | 2012-11-01

= - 2012-11-30

Journal Type:

B

Match Transactions
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. Accounting I&wierlmms Quotes | Sales Orders | CustomerInvoices | Registry | Repors Flrmciﬂm“linw_

List Mew Journal Entry Reconcile Account Search Amount Record Daily Sales Accruals Import Journals
4 () LA
s
33
Search for Accounting Transactions
[ ACNo: [1930 |= Date: | 01-01-2012 | = - | 31122012 | = Journal Type: [=] ‘
Upload and Match Bank Transactions
AlCNo: [1830[x] File Format: [oFx [+] |[chooseFie | Mo fie chosen Read File Undo File Upload

0 accounting transactions are hidden
0 banktransactions are hidden

Match Transactions [#] Hide marked

Match Transactions means that the matching transactions functionality will find the transactions in
the accounting application and the in the bank file which are consistent with both the date and
balance. By clicking on Match Transactions a match is made between the accounting and banking
transactions according to the settings entered under Settings - Accounting - General Account
Reconciliation. The transactions that cannot be matched automatically remain and you can select
those rows and match them manually. In some cases a bank transaction can correspond to two
accounting transactions.

The result may look as shown in the picture below.

01-01-2011 - 31-12-2011 October

[ Jsovrnainer: owte ——Jsoumaivescrpion | amount] [l vars.twe [rrams texen | Amount |||
10-10-2011 Supplier payments out -19.994,00 27-10-2011 TESCO STORES (OTHER) s 0 2| @
ES 10-10-2011 Advice (34) -19594,00 27-10-2011 THAMES WATER (OTHER) a0 Em
E6 10-10-2011 Hilssons (33) -400,00 27-10-2011 GROSS INTEREST (OTHER) 170 W
28-10-2011 Other 18661,88 [ 28-10-2011 INTL 0042633508 (OTHER) 2299 [0 | G ™
14-11-201 Invoice Payments 10,00 [ 28-10-2011 TESCO STORES 5222 (OTHER) 28 [0 2 W
06-12-2011 Supplier payments out -17 0o0,00| [ 28-10-2011 STARBUCKS (OTHER) 4050 | & | W
E1 06-12-2011 Leverantul0f5rsbetalning” (1} -5.000,00 [ 28-10-2011 PRET A MANGER (DTHER} s% 0 & W
E2 08-12-2011 Leverantul0férsbetaining” (2) -10000,00| [ 28-10-2011 NILSSON L O (OTHER) 400,00 2 W
E4 06-12-2011 Supplier payment” (7) -1 000,00 [ 28-10-2011 ADVICE CONFIRMS (OTHER) 1959400 2 m
] 06-12-2011 ‘Supplier payment” (14) -1 000,00 [ 29-10-2011 CASH LLOYTSB OCT28 (ATH) 2000 & W
20-12-2011 Supplier payments out -12523,00| O 29-10-2011 CASH SAINSEY OCT28 (ATW) 2000 0 2 @
22-12-2011 Invoice Payments 360,00 [ 30-10-201M1 I (OTHER) 25 0 & W
Account Balance -32 48534 Total Marked -19 994,00  Support Sum 0,00 Total Marked 19 994,00
Closing Balance -19 994,00 Closing Balance 19 994.00

To reconcile and save the selected transactions, remember to click on Save in the bottom right hand
corner of your screen.

When you are done with the reconciliation, check that no records have been left behind by searching
on the same period again.

Tips and Tricks

Hide and Unhide Marked transactions
10
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If you have marked many transactions as reconciled on your screen it can be difficult to keep an
overview. If you want to temporarily remove marked transactions out of view, click on the Hide
Marked button. All marked transactions in both columns will then disappear from your view.

Hide Marked

When you have hidden transactions, the Unhide Marked button lights up as a reminder of this.

Click on it and your hidden transactions will appear again. If you forget to unhide your transactions,
they will reappear when you search for the period again.

Transaction Comments
In the Bank Transactions column you can see a speech buble at the end of each line. If there is
writing in the speech buble there is a comment, if it is empty there is none.

Bank Transactions Opening Balance 0,00
October

S —E
2011-10-27 TESCO STORES (OTHER) £,85

2011-10-27 THAMES WATER (OTHER) 86,48 I:,J '@'
2011-10-27 BROSS INTEREST (OTHER) 1,71 = W
2011-10-28 INT'L 0042833808 (OTHER) -22.28 = m

If you click on the speech buble you can read the comment, edit or delete it.

TO 280CT2011 FOR ACCOUNT 401841 22488820

The comments also appear in the in the Reconciliation Report in italics under each transaction.

Check all / Uncheck all functionality
If you want to quickly check all transactions in a column you can check the box in the column header
and all the transactions displayed below will be automatically checked.

11
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October
[ oot _Joste Lsoumatoesobon
2011-10-28 | Other 16 861,66
ut:] 2011-10-28 | Milssons (32) 232,23 [0]
010 2011-10-28 | Advice (24) 16 328,33 [0

Account Balance -22 360,94

2012-11-29 - 2012-11-29

[itnet o irattesrpion =0

Mo transactions found within selected date.

Account Balance -22 360,94 Total Marked 0,00

Closing Balance -39 022 60

The Support Sum

October

T e —toms — 1] | |
2011-10-27 TESGO STORES (OTHER) 6,85 =2 W
2011-10-27 THAMES WATER (OTHER) 26,48 =2 W
2011-10-27 GROSS INTEREST (OTHER) 1.71 = W
2011-10-28 INT'L 0042633508 (OTHER) 22,89 = W
2011-10-28 TESCO STORES 5222 (OTHER) 281 =2 W
2011-10-28 STARBUCKS (OTHER) -4,08 =2 m
2011-10-28 FRET A MANGER [OTHER) 5,89 = W
2011-10-28 NILSSON L O (OTHER) 400,00 =2 W
2011-10-28 ADVICE CONFIRMS [CTHER) 19 534,00 =2 W
2011-10-28 CASH LLOYTSE OCT28 (ATM) 30,00 = m
2011-10-28 CASH SAINSEY OCTZ8 (ATM) 20,00 = W
2011-10-20 IW (OTHER} 28,50 [E0R)

Support Sum 0,00 Total Marked 19 787,04

Closing Balance 19 787,04

The Support Sum that you see at the bottom of the Bank Transactions column is a small "calculator"
that you can use to sum up the banking transactions. Click on the amounts in the Amount column
and you will see the summing up of the rows you clicked on. The rows that have been summed are

greyed. See picture below.

October

2011-10-27

Trans. Text{Ref)
TESCO STORES (OTHER)
2011-10-27 THAMES WATER {OTHER)
2011-10-27 GROSS INTEREST [{OTHER)
2011-10-28 INT"L 0042832808 {(OTHER)

2011-10-28 TESCO STORES 5222 (OTHER)
cotiiozs stammucKs omeR
2011-10-28 PRET A MANGER {CTHER)
2011-10-28 MILSSOM L O {OTHER)
2011-10-28 ADVICE CONFIRMS (OTHER)
2011-10-28 CASH LLOYTSE CCT22 [ATM)
2011-10-28 CASH SAINSEY OCTZ8 [ATM)

2011-10-20 IW {THER)

Support Sum -113,52

8,85
-B, 48
1,71
22,58
2,81

@ -5,88
400,00
18 524,00
-30.00
-20.00

alfojfolfoifoltol fifolalolfn) |
SRR EEEEIE] |

-28,50

Total Marked 0,00
Closing Balance 0,00

To mark these transactions as reconciled, click on the arrow to the right in the title row. The check

boxes will automatically be filled in for these sums.

12
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October

e e T
2011-10-27 TESCO STORES (OTHER) =

2011-10-27 THAMES WATER [OTHER) £6,48 =

2011-10-27 GROSS INTEREST (OTHER) 17| [ &= |

2011-10-28 INT'L 0042632808 (OTHER) 22,88 =

2011-10-28 TESCO STORES E222 (OTHER) 2| O = | W

2011-10-28 STARBUCKS [OTHER) 4,05 = m

2011-10-28 FRET A MANGER {OTHER) sm 0 = W

2011-10-28 MILSSOM L O [OTHER) so000 O | &= | W

2011-10-28 ADVICE CONFIRMS [OTHER) 1ssea00| [0 2| W

2011-10-23 CASH LLOYTSE OCT28 [ATM) w0 =2 W

2011-10-28 CASH SAINSEY OCTZS [ATM) o0 =2 W

2011-10-20 W {OTHER} 250 [0 & W

Support Sum -113,52 Total Marked -113,52

Closing Balance -113 52

To undo (uncheck), click on the arrow to the left.

October

S e S T
2011-10-27 TESCO STORES (OTHER) ﬂ T
2011-10-27 THAMES WATER [OTHER) ELFE TR IS0 m)
2011-10-27 GROSS INTEREST [OTHER) el [ IR m)
2011-10-28 INT'L 0042832808 (OTHER) 21 TRl IS0 m)
2011-10-28 TESCO STORES 5222 (OTHER) |0l W
2011-10-28 STARBUCKS {OTHER) 05| = | W
2011-10-28 FRET A MANGER [OTHER) S IEIE

Mass Reconciliation

The Mass Reconcile Accounting Transactions functionality offers you the possibility to reconcile an
account up to a certain date. Under Accounting - Accounting - Account Reconciliation, if you click on
the Mass Reconcile icon in the toolbar on the right hand side of your screen,

you are offered the possibility to mass reconcile any account up to the date which you enter in the
date field. See below. Click on Reconcile for all the transactions on that account to be ticked as
reconciled untill the date entered. A control question appears asking if you are certain and want to
continue. Click on OK.

13
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Mass Reconcile Accounting Transactions

AC Mo 1930

Date{ 2012-11-29 l

@ Undo Reconciliation

If you need to undo the reconciliation for the same period, enter a to date in the Date field and click
on the Undo Reconciliation button instead.

Undo Reconciliations

If you already have matched the accounting transactions for a specific period and want to start over,
you can undo the matching. Select an Account and a period under the tab Search for Accounting
Transactions and click on Search.

Search for Accounting Transactions

[ AJCNo: 1930 B [ Date: | 2011-01-01 = - | 2011-12-3

Journal Type: [+]

Now you have the possibility to undo the recociliation manually by unticking the boxes in the last
column under accounting transactions and saving.

Accounting Transactions Opening Balance 0,00 Bank Transactions Opening Balance 0,00
2011-01-01 - 2011-12-31 October
[ it _Jooe it pescrpson | vt [lvrs oo s tesen | — awort — |
2011-10-10 | Supplier payments out -19 884,00 2011-10-27 TESCO STORES (OTHER) ss5| [0 | 2
o] 2011-10-28 | Milssons (23) 222,33 [0] 2011-10-27 THAMES WATER (OTHER) ELEL MRl IR )
D10 2011-10-28 | Advice (34) 18 228,23| [0 2011-10-27 GROSS INTEREST (OTHER) il [l AR
2011-11-14 | Invoice Payments 10,00) [E 2011-10-28 INT'L 0042623208 (OTHER) 2|02 W
c1 2011-11-14 | Manics’s Bed (1) 10,00) [E 2011-10-28 TESCO STORES 5222 (OTHER) x| O W
201112406 | Supplier payments out -17 0o0,00| [ 2011-10-28 STARBUCKS (OTHER) EEL Nl =)
E1 201112408 | "LeverantuD0fErsbetalning™ (1) -5 000,00) [ 2011-10-28 PRET A MANGER (OTHER) sl [ W
E2 201112408 | "LeverantuD0fErsbetalning” (2) -10 000,00| [ 2011-10-28 NILSSON L O {OTHER) ool D | ™
E4 20111208 | "Supplier payment” (7} -1000,00f [E] 2011-10-28 ADVICE CONFIRMS (OTHER) 18 534,00 =2 W
N1 2011-12-06 | “Supplier psyment” (14) -1000,00) [ 2011-10-29 CASH LLOYTSE OCTZ9 (ATM) 200003 W
2011-12-20 | Supplier payments out -1z 523,00 [ 2011-10-28 CASH SAINSBY OCT28 (ATM) o0 W
20111222 |Invoice Payments 280,00| [0 2011-10-20 IW {OTHER) sl W
Account Balance -32 435 34 Total Marked -19 994 00 Support Sum 0,00 Total Marked 19 594 00
Closing Balance -19 994 00 Closing Balance 19594 00

You also have the possibility to Mass-unreconcile. Make sure the correct account is chosen, then
click on the Mass reconcile Accounting Transactions icon in the toolbar in the top right hand side of
your screen.

14
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Enter the date until which you want to undo ALL reconciliations in the Date field and click on Undo
Reconciliation.

Mass Reconcile Accounting Transactions

AIC Mo 1930

EVCE 01 1-12-31 =

reconcte [ o Rocanciotan |

Note: The example above would undo all reconciliations on account 1930 for year 2011.

Reports under Reconcile Account

Under Accounting - Accounting - Reconcile Account, in the toolbar in the top right hand corner of
your screen, you can find the Reconciliation Report as well as a shortcut to the Account Analysis
report.

i
The Reconciliation Report

To ensure yourself that the reconciliation is correct, you can print a Reconciliation Report by clicking
on the icon for the report.

In the report selection window you can choose to view customer payment, Supplier payments as
well as other items as summarised posts by checking the respective boxes. See below.

Reconciliation Report ®

[ Summary of customer payments
[] Summary of supplier payments

[T Summary of ather posts
= =

15
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The rows of the report show you the transactions on each side: Accounting and Bank which have not
been reconciled. The sum of the unreconciled transactions on each side are shown in the grey area
marked with (1)

The balance shows what has been reconciled for the bank transactions (2) Bank balance and the
accounting transactions (3) Balance according to general ledger, including any opening balances.

Total (4) shows you you the total marked transactions without any opening bank balances.

The sum of the unreconciled items shown in the rows of the report should make up the difference
between the bank and the general ledger if there is any. If a difference persists check that there is no
discrepency in your opening balances. This discrepency shows up in Difference (5).

See below the number markings in the report as well as in the reconciliation view from which the
report has been taken.

If there are any comments for bank transaction in the speech bubble, they will appear on the report
printout in italic text under each transaction (6).

Note: Another option is to print our your report as an excel spreadsheet. There you can make your
own notes regarding the unreconciled transactions.
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Page 1(1)
T Printed 2012-12-04 10:33
The Gloud store Reconciliation Last journal A3 D 2 E 2
Financial Year 2011-01-01 - Repnrt
2011-12-31 )
Period 2011-01-01 - 2011-12-31 1500 Maﬂfnau"nk[ Currant

Bank ba|ance|:(£) 19,787.04

Accounting Transactions, not reconciled

Journal I
Damnumber Description Amount
2011-10-27 Supplier payments out -86.48
2011-10-27|E2 Thames Water (3) -86.48
(1) -86.48

Included on the account statement, not reconciled

DatefComment Amount

2011-10-27|THAMES WATER (OTHER) -B6.48
6918534591

2011-10-27|GROSS INTEREST (OTHER) 1.71
TO 260CT2011 FOR ACCOUNT 401841 32459820(_‘3

2011-10-2B)INT'L 0042633908 (OTHER) -22.99
Amazon EU AMAZON.CO.UK

2011-10-28B|NILSSON L O (OTHER) 400.00
LOAN

2011-10-30)I1W (OTHER) -29.50
1106-1W - 10052A

[1} 262.74

Taotal 4 ) 19.437.82/
Balance according to general ledger 3 20,437 83|
Difference 1,000.00

In the reconciliation view you can find the values as marked below. (1) here shows you ureconciled
transactions only and (5) the opening balances causing the discrepancy.

Accounting Transactions @ [Opening Balance 1.000.00} Bank Transactions @ Opening Balance 0.00

01-01-2011 - 31-12-2011 October

NI TN T T Y T R T O
27-10-2011 | Supplier payments out -96.14 27-10-2011 TESCO STORES (OTHER) s25 @ | 2| W

E1 27-10-2011 | TESCO(2) -9.68 27-10-2011 THAMES WATER (CTHER) @ -86.48 |:| (SRR

EZ 27-10-2011 | Thames Water (3) -86.48| [0 27-10-2011 GROSS INTEREST (OTHER) 1710 (& W

AZ 28-10-2011  |Food & other sundry exp. -60.04 28-10-2011 INT'L 0042622808 (OTHER) 2z 0 2 W

2 28-10-2011 | Advice Confirms- payment 18,584.00 28-10-2011 TESCO STORES 5222 (OTHER) 281 = m

28-10-2011 STARBUCKS (OTHER) -4.05 (SRR

28-10-2011 PRET A MANGER (OCTHER) -5.99 = m

Account Balance 20,437.82 o Total Marked 1952430 | 28-10-20m1 HILSSON L O [OTHER) w2 W

o Closing Balance 20,524.30 35 453014 ADVICE CONFIRMS [OTHER) 18,584.00 =2 m

28102011 CASH LLOYTSE OCT28 (ATM) -20.00 = m

28102011 CASH SAINSBY OCT28 (ATM) -20.00 = m

30-10-2011 IW (OTHER) 250 0 &2 W

Support Sum 0.00 19,524.30

Total Marked 19, :
@ Closing Balance 19,524 30
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The Account Analysis Report

In the reconciliation view there is a short cut to the Account Analysis report with you also find under
Accounting - Reports.

Click on the icon for the report in the toolbar to access it directly from the reconciliation view.

In this report, you can see the reconciled and non-reconciled transactions by selecting the date
interval and which transactions you want to see when you look at your report. If you choose to check
both boxes, the report displays a "check mark" beside the transactions that are reconciled.

Account Analysis ®

[¥] Reconciled transactions
[¥] Mon-reconciled transactions
2011-01-M1 == 2011-12-1

Show on screen View PDF View Excel

Here is an example of how an Account Analysis report may look like. In the left column the green
check mark shows which records are reconciled.
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My First Company
1211212112121

Account Analysis

Page 1(1)

S e 2011.01:0 1950 - Main Bank Cuttont . led 11130 155000
Period 2011-01-01 - 2011-12-31 M1HNA1
AIC Mo Account
RenonnllauJR‘-"al;an| cc Date Description Debit Credit Balance
1830 Main Bank Current Account
Opening Balance 0.00
Balance brought forward 0.a0 4,00 0.00
\,./ ES 2011-10-10  Advice (34) 19 594,00 -19 594,00
.,./ E& 2011-10-10 Milssons {33) 400,00 -19 994,00
.‘/ n ] 2011-10-28 Milssons {33) 333,33 -19 660,67
.‘/ D10 2011-10-28 Advice (34) 16 328,33 -3 332,34
o c1 2011-11-14 Monica's Bod (1) 10,00 -3 322,34
\/ E1 2011-12-06 “LeverantulOfGrsbetalning® (1) 5 000,00 -8 322,34
,./ E2 2011-12-06 “Leverantuld0fGrsbetalning® (2) 10 000,00 -18 322,34
\/ E4 2011-12-06 “Supplier payment® (7) 1 00000 -19 322,34
\/ M1 HANT 2011-12-06 “Supplier payment® [14) 1 000,00 -20 322,34
E3 2011-12-20 “LeverantulOfbrsbetalning® (4) 12 523.00 -32 345,34
\,./ cz 2011-12-22 Monica's Bod (1) 350,00 -32 495,34
.,./ c3 2011-12-22 Monica's Bod (2) 10,00 -32 485,34
Total 17 031,66 49 517,00 -32 485,34
Closing Balance 17 031,66 49 51700 -32 485,34
Account total 17 031,66 49 517,00




