
Finance module
Reconciliation

Reconciliation function helps you to compare and match two sets of records.
Usually reconciliation are done between the accounting records of bank transactions and bank 
statement received from bank.
However any accounts in the system can be selected for reconciliation
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Finance

Reconciliation

Step 1

The objective of 
reconciliation is to 
match the reference 
document balance (i.e. 
bank statement) with 
the system balance.

The “Difference” must 
be equal to zero

Select the reconciliation options:

Date of last record
Company

Account to reconcile

Key-in the balance value shown in 
reference document

For instance balance in bank 
statement

Difference between 
system records 

balance and 
statement balance 

BEFORE 
reconciliation

System record not yet 
reconciled for this 
particular account



Finance

Reconciliation

Step 1

Ex. of external 
document data



Finance

Reconciliation

Step 2

Select the records that 
appear in the reference 
document as debits 
and/or credits

The reconciliation 
cannot be recorded 
until the difference is 
equal to zero

Select the reconciliation options:

Date of last record
Company

Account to reconcile

Difference between 
SELECTED system 
records balance and 
statement balance 

List of reconciliation records can be 
exported to excel

The reference 
document can be 

uploaded for future 
review

Click “reconcile” when 
 difference is equal to 

zero



Finance

Reconciliation

Excel export

You can use excel 
spreadsheet for further 
values checking



Finance

Reconciliation reports

After reconciliation, a 
report is automatically 
generated

Report no.
Click to open report

Reference 
document

Last 
reconciliation 
can be reset



Finance

Reconciliation reset

After reconciliation, the 
last reconciliation can 
be reset (report, bank 
history – if applicable - 
and attachment will be 
deleted)

Click confirm to 
reset the last 
reconciliation



Finance

Reconciliation reports

Sample report
Pdf format



Finance

Reconciliation

If account reconciled is 
linked to a bank 
account, reconciled 
data are also posted 
into the bank account 
system statement

Open statement in bank 
accounts list to view 

data



Finance

Reconciliation

In journal, entries that 
are reconciled will be 
marked with a Y sign in 
the accounts ledger

Reconciled entry
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