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Chapter 4: Bank Reconciliation (BKRECON) 
 
Please Note: When you see bold capital letters in parentheses, this indicates the name of a module.  You can 
access it by pressing F10 and typing in the module name.  This will be consistent throughout this 
documentation. 
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The Bank Reconciliation (BKRECON) module has interfacing from A/P, G/L, and Summary.  The interfacing 
from A/P and G/L are automatic; once a check is updated or a journal entry is updated that has a bank 
account number, it will be put into the Bank Reconciliation file.  The deposits from Summary have to be sent 
to Bank Reconciliation using the Create Summary Interface Bank Trans (SUMGLINT) module. 
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Clear Outstanding Items (BKRECCLR) 
This program allows you to clear outstanding items once you have received notification from the bank that it 
has cleared. 

 
Bank 
Enter the bank number or select it from the pop-up window.   
 
Type 
Enter the type of document you want to clear.  Your options are (C)heck, (D)eposit, (F)ee, (I)nterest, 
(M)iscellaneous, (S)ervice Charge, (T)ransfer, (V)oid, (R)eturned Check, or (A)ll. 
 
Date 
Enter a range of dates of transactions to be cleared. 
 
Doc Range 
Enter the beginning and ending document number to be cleared or leave blank for all documents. 
 
Description 
Enter in the description of documents to be cleared, you may enter in a partial description, or leave blank for 
all.  For example, if you want just deposits, enter SUM in the description. 
 
Enter Date for Quick/Mass Clear 
Enter the date for a quick or mass clearing of items.  The default will always be the day before the system 
date.  (This would be used with the F3 and F7 options once items have been listed.)  
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Once you have made your selections, your cursor will be positioned on the top document.  You may use the 
arrow keys to move up and down on the page and F1 to page forward and F2 to page back.  Find the 
document(s) you want to clear and enter the cleared date.  Press F3 to have the system put in the quick clear 
date you selected above, or press F7 to clear all documents in your selection.  If you choose F7, you will be 
given a prompt: “Are you sure you want to CLEAR ALL selected records? N.”  You must enter a “Y” for it to 
insert a clear date in all documents.  When finished with all of your selections, press F9 to update. 
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List Bank Transactions (BKRECLST) 
All documents for a particular bank may be viewed using the listing option. 

 
Bank 
Enter the bank number or select it from the pop-up window. 

Type 
Enter the type of document you want to view.  Your options are (C)heck, (D)eposit, (F)ee, (I)nterest, 
(M)iscellaneous, (S)ervice Charge, (T)ransfer, (V)oid, (R)eturned Check, or (A)ll. 

Date 
Enter the date you would like the listing to begin, or leave it blank to default to the beginning of the file. 

Doc Range 
Enter the beginning and ending document number to be viewed or leave blank for all documents. 

Description 
Enter in the description of documents to be viewed, you may enter in a partial description, or leave blank for 
all.  For example, if you want just deposits, enter SUM in the description. 

Status 
Select (C)leared, (O)utstanding, or (B)oth. 

Clear Date 
Listing may be limited by entering a beginning and ending clear date range. 

Amount 
Input dollar amount of transactions to be cleared or leave zero for all. 

If the listing is more than one page, press F1 to page forward and F2 to page back.  Press F8 to return to the 
menu. 
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Modify Bank Transactions (BKRECCHG) 
A bank document may be added, changed, and/or deleted using this module. 

 
Please Note: Any changes using this routine do NOT affect the G/L.  It would be a very rare situation for this 
routine to be needed. 
 
Bank 
Enter the bank number or select it from the pop-up window. 
 
Type 
Enter the type of document you want to modify.  Your options are (C)heck, (D)eposit, (F)ee, (I)nterest, 
(M)iscellaneous, (S)ervice Charge, (T)ransfer, (V)oid, (R)eturned Check, or (A)ll. 
 
Date 
Enter the date you would like to begin or leave it blank to default to the beginning of the file. 
 
Doc Range 
Enter the beginning and ending document number to be modified or leave blank for all documents. 
 
Description 
Enter in the description of documents to be modified, you may enter in a partial description, or leave blank 
for all.  For example, if you want just deposits, enter SUM in the description. 
 
Status 
Select (C)leared, (O)utstanding, or (B)oth.



 
 

Accounting Manual | 2019 
 

1/17/2019 10 | P a g e  
 

Clear Date 
Listing may be limited by entering a beginning and ending clear date range. 
 
Amount 
Input dollar amount of transactions to be modified or leave zero for all. 
 
If the listing is more than one page, press F1 to page forward and F2 to page back.  Press F8 to return to the 
menu. 
 
Pressing F3 will allow you to change the date, type, document number, amount, date cleared, and 
description of the document.  No G/L edits are done. 
 
Pressing F4 will allow you to delete a document.  This will only delete it from the bank reconciliation.  No 
G/L edits are done. 
 
Pressing F5 will allow you to insert/add a document.  This is where you would enter all documents other 
than checks.  Valid document types are (C)hecks, (D)eposits, (F)ees, (I)nterest, (M)iscellaneous, (S)ervice 
charges, (T)ransfers, and (V)oided.  No G/L entries are made. 
 
When all entries have been made, press F8 to return to the menu. 
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Reconcile Bank Account (BKRECACT) 
Once all entries have been made and all documents have been cleared, you may reconcile your bank 
account. 

 
Bank 
Enter the bank number or select it from the pop-up window. 
 
The Check Book Ledger Balance and the Computed Bank Statement Balance will be displayed, along with 
outstanding items.  Enter in the actual bank statement balance you have from the bank in the “Enter Actual 
Bank Statement Balance” field, and it will calculate your variance.  You may then enter (Y)es to print a 
detailed report.  This will show the individual items that are still outstanding. 
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Bank Reconciliation Report (BKRECRPT) 
The Bank Reconciliation Report is a detailed explanation of bank transactions within the specified ranges. 

 
Bank Number Range 
The report may be limited by entering a beginning and ending bank number, or you may leave them blank to 
get all banks. 
 
Trans Date Range 
The report may be limited by entering a beginning and ending date range. 
 
Document Range 
The report may be limited by entering a beginning and ending document range, or you may leave them 
blank to get all documents. 
 
Type 
You may specify an order type.  The different types are (C)hk, (D)ep, (F)ee, (I)nt, (M)isc, (S)vcChg, (T)rnsfr, 
(V)oid, (R)trnCk, or (A)ll. 
  
Description 
The report may be limited by entering a description, or you may leave them blank to get all. 
 
Status 
Select (C)leared, (O)utstanding, or (B)oth. 
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Clear Date Range 
The report may be limited by entering a beginning and ending clear date range. 
 
Description Layout 
Input A/P Description display choice: (V)endor Name, Vendor (N)umber. 
 
Printer ID 
The Printer ID defaults to that on your operator record.  This value may be overridden with another printer 
or file name. 
  
Control 
You may choose to let the software control the printer.  This value also defaults to the setting found on your 
operator record but may be overridden. 
  
Once all parameters are entered, press F9 to begin the printing process. 
 
The following is an example of the Bank Reconciliation Report by Vendor Name. 
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The following is an example of the Bank Reconciliation Report by Vendor Number. 

 
 


