Process ID

Process Name
Information System
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies

Scenario

University of the Philippines

Financial Management Information System

User Guide

Bank Reconciliation
Financial Management Information System
Cash Management Module
Cash Management Accountant
To perform Bank Reconciliation
e Bank Statement
e Report of Collections and Deposits
e Report of Checks Issued
e Report of Disbursements (RADA)
Create Accounting has been done by the Accounting Office
Bank Statement, Report of Collections and Deposits, Report of Checks Issued,
and Report of Disbursements (RADA) have been submitted to the Accounting
Office. The Accounting Office has also performed Create Accounting and is
now ready for Bank Reconciliation
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Process Steps

Fig. 02

Fig. 03

Fig. 04

Process Details
From HOME proceed to Main Menu and click Cash Management Accountant
(Refer to Fig .01)

] Cash Management Accountant, UPS
ar
[ setup

Click on Bank Statements (Refer to Fig. 02)
IEI m (] (g e

[ Bank Statements and
Reconciliation
£ Manual Clearing
(I setup
= B3 view

Then click on Bank Statements and Reconciliation (Refer to Fig. 03)
20 Cash Management Accountant, UPS

e o355

B Bank Statements and
Reconciliation

0 T Manual Clearing
(I setup
IZ:IM

The Find Bank Statements window will open. Click on New (Refer to Fig. 04)

O Find Bank Staterments

Account Mumber || r Date

Statement Number | Currency

Daocument Number | Check Digits
GL Date

Complete | 'l

( Clear ‘ [ [ ey ‘ l Find )

The Bank Statement window will open. Fill-up the necessary fields (Refer to Fig. 05)
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Fig. 05

6

Account Number
Bank Name
Date

Docurment Nurmber

No.

Account Name
Bank Branch

Staternent Nurmber

Currency

GL Date Check Digits
Caontrol Totals Line Totals
Amount  Lines Amount  Lines
Qpening Balance Cpening Balance
Receipts Receipts
Payments Payments
Closing Balance Closing Balance
Awailable Balance
“alue Dated Balance
1 Day Float Unreconciled
2 Day Float
Complets [ 1
Errors Reversals Reconciled | Ayailable | Lines
Field Name Description Remarks
Account Number Bank Account Number e Choose from List of
Values

Acount Name

Name of the Bank
Account

e Autopopulated, no
need to change value

Date Date of Bank Statement e DD-MMM-YYYY
GL Date General Ledger Date e DD-MMM-YYYY
Statement Number Bank Statement Number e Required

e Must be unique
Remittance — Bank, Bank Account where e Select from List of
Branchm and Account collections were Values
Number deposited
Comment Any additional remarks e Optional

After filling-up the necessary fields, click on Lines (Refer to Fig. 06)



Fig. 06

Fig. 07
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No.

Account Murnher

Bank Marne

Date

Document Mumber
GL Date

Control Totals

Qpening Balance
Receipts
Payments

Closing Balance

Awailable Balance
Walue Dated Balance
1 Day Float

2 Day Float

Errors

DEP-CA No. 0455-010533-000 Account Mame UPS COE-C
Development Bank of the Philippines Bank Branch |Commomwealth
20-MAY-2015 Currency |PHP
Statement Number 20150520
20-MAY-2015 Check Digits
Line Totals
Amount  Lines Amount  Lines
Opening Balance
Receipts
Payments
Closing Balance
Unreconciled
[ Complete [ |
Reversals | Reconciled ‘ Awailable | | Lines |

The Bank Statement Lines window will open. Fill-up each line according to what is

O Bank Statement Li

on the Bank Sataement (Refer to Fig. 07)

Account |DEP-CA Mo. 0455-010633-000

Date [20-MAY-2015

Transaction. Put in Check
number if Bank
Transaction is Check

Amounts Exchange  Reference  Description
Transaction Arnount
Line  Type Code Number Date “alue Date Amount Reconciled Charges Status [1
| Payment b 20-MAY-2015 Unreconciled =
Mark. .. ‘ Create.. | Errars Reconciled | Ayailable
Field Name Description Remarks

Line Sequence number e Numeric
Type Type of Bank Transaction e List of Values
Code Bank Transaction Code e List of Values
Number Dependent on the Bank e Refer to Bank

Statement
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Fig. 08

Fig. 09

10

No.

Payment, Deposit Slip
number if Deposits, etc..

Transaction Date

Date of transaction
shown on Bank Account

e DD-MMM-YYYY

Amount

Transaction amount

e Numeric

Status

Reconciled/Unreconciled

e System generated

Make sure to encode all Bank Statement transaction lines on the Bank Statement
Lines (Refer to Fig. 08)

nent Lines

Account |DEP-CA No. 0455-010533-000

Date | 20-MAY-2015

Amounts Exchange  Reference  Description
Transaction Amount
Line  Typs Code Murnber Diate “alug Date Arount Reconciled Charges Status []
1 Payment ~ | DCE 226 20-MAY-2015 20-MAY-2015 5,000.00 Unreconciled =l
2 Payment ~ | DCE 227 20-MAY-2015 20-hAY-2015 70,000.00 Unreconciled
3 Payment ~ DCE 228 20-MAY-2015 20-MAY-2015 13 456.79 Unreconciled
4 Misc Receipt = CSD 11 20-MAY-2015 20-hAY-2015 4 726.00 Unreconciled
a Misc Receipt  ~ | 420 20-MAY-2015 20-MAY-2015 1,000.00 Unreconciled
. B Misc Payment +||SvC 20-MAY-2015 20-hAY-2015 5,000.00 Unreconciled
Mark.. Create. .. Etrors Reconciled | Available
For this example, please refer to the following legend
Type Code Description Scenario
Payment DCE | Check A check payment has been made
from the bank account
Misc Receipt CsD Deposits A cash deposit has been made to
the account
Misc Receipt 420 Interest Earned The account earned an Interest
Misc Payment SvC Service Charge The acocunt incurred bank
service charge

*Note that Code may differ from Bank to Bank and from Campus to Campus

Save and close the bank statement (Refer to Fig. 09)

File Edit ¥ew Folder Tools Actions Window Help

e © | &

58 g P

€ [P ALED P ?

Navigate to View and Request (Refer to Fig. 10)
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Fig. 10

M Folder Tools

b [ avigatar

I~ o]
=)
=)
3
3 =l =

| Cuery By Example #
Record ¥

Translations...
Attachments. . H

[ i

SummaryDetail

Eeguests
[ + BFARkKE

11

The Find Request window will open, click on Submit a New Request (Refer to Fig.
11)

Fig. 10

O Find Reqguests

T by Completed Requests
T Wy Requests In Progress

) Bpecific Requests

Request ID

Marme

Date Subrmitted

Status

Phase

|
|
|
Date Completed |
|
|
|

Reqguestar

[nclude Reguest Set Stages in Query

Order B'_',f |RE[!|UESt 1D

'|

( Submit a Mew Request..

)

Select the Mumber of Days to View: 7

(

Clear

Find )

11

Choose Single Request as the type of request you want to run, then click on Ok.

(Refer to Fig. 11)
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This allows you to subrmit an individual request.

Fig. 11 ' Request Set
Thiz allows you to submit & pre-defined set of
requests.
( oK || cancet
The Submit Request window will open. On the Name field, type in the name of the
12 report or search for it through the list of values by clicking the ellipsis button |_ .
(Refer to Fig. 12)
‘O Submit Request
Run this Request. .
[ Copv. |
MName || F
Cperating Lnit |
Parameters |
Language |Amern:an English
( Language Settings [ Debug Options
. At these Times...
Fig. 12

Run the Joh |As Soon as Possible ( Schedule

Upon Completion
¥ Save all Output Files

Layout |UF‘ Report of Collection and Deposits Options...
Notify |
Delivery Opts
Print to |n0pnm
[ Help (C) | ( Submit | [ Cancel J

13 Select AutoReconciliation and click OK. (Refer to Fig. 13)
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Fig. 13

14

Fig. 14

15

Repots

No.

Firn %
marme Applicat] =
ArchivelPurge Bank Staterments

AlUtoReconciliation

Bank Staterment Detail Report
Bank Staterment Impaort

El|ank Staterment Loader
1

AutoReconciliation Execution Report

Bank Account Balance Actual vs Projected Report
Bank Account Balance Range Day Report

Bank Account Balance Single Date Report

Bank Statement Cashflow Creation

Bank Statement Import & AutoRecaonciliation
Bank Staterment Import Execution Repaort
Bank Staterment Import Walidation - Israel

Cancel

Cash b .
Cash
Cazh b
Cazh b
Cash b
Cash Mz
Cash M:
Cash M
Cash b
Cash
Cash b
Cash i ™
b

The Parameters window will open, fill-up the necessary fields (Refer to Fig. 14)

© Parameters

Bank Branch MNarne ||

Bank Account Murmber |

Statement Murnber From |

Statement Murmber To |

Statement Date From |

Statement Date To |

GL Date [20-MAY-2015

Organization |

Receivable Activity |

Payment Method |

NSF Handling |No Action
1

Do not process the staterment

(o

| [Qancel)l (Clear)l (Help)

Field Name

Description

Remarks

Bank Branch Name

Branch of the Bank where
Bank Account is
registered

e List of Values

Bank Account Number

Bank Account Number

e List of Values

Statement Number

Statement Number

e List of Values

After filling-up the parameters, click on OK (Refer to Fig. 15)



FMIS — Bank Reconciliation No.

Bank Branch Mame |Commonwealth HDevelopment Bank of the Philippines
Bank Account Mumber |DBP-C.A No. 0455010533000 UPS COE-C
Staternent Mumber Fram |2I]15I]52I]
Statement Number To 20150520

Staternent Date From |

Statement Date Ta |
Fig. 15 | GL Date [20-MAY-2015

Organization |

Receivable Activity |

Payment Method |

MNSF Handling |No Action Do not process the statement
A 0 nnnanan | »

F 0K || [ganceu (Clear)l (Help)l

16
Run this Reguest...
Copy...
Mame |Aut0ReconciIiatiun
Operating Unit |
Pararneters |Commnnwea|th:DBF‘—CA Mo, 0455-010533-000:20150520:20150520::: 20-MAY-2015:::Ma A
Language |American English
Language Settings... [ Debug Options
Fie. 16 At these Times...
18 Run the Job As Soon as Possible ( Schedule. .
Upon Completion...
W Save all Qutput Files
Layout | Options. .
Natify |
. ; Delivery Opts
Print to |n0pr|nt
Help (C) ( Submit [ Cancel )
A Decision window will pop-up, asking if there is another request to be submitted.
17 . .
Click No. (Refer to Fig. 17)
© Decision '
@ Request submitted.
(Reguest ID = 1292733)
Fig. 17

Submit another request?

18 Click Find. (Refer to Fig. 18)




Fig. 18

19

Fig. 19

20
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Tty Completed Requests

iy Requests In Progress

. Specific Requests
Request 1D
MNarne
Date Submitted
Date Completed
Status
Fhase

Reguestor

[lnclude Reguest Set Stages in Cluery

Order By | Request ID

Select the Number of Days to View

Subrmit & Mew Reguest...

J Clear

7

| | Find i

No.

The Requests window will open and will show all the requests made. Check if the
requests AutoReconciliation and AutoReconciliation Execution Report have been
completed with a normal status. If not, click on Refresh Data (Refer to Fig. 19)

Refresh Data | Find Reguests J Submit a MNew Request... J
Request 1D Parent
| MName FPhase Status Parameters
l 1 3 AutoReconciliation Executi Completed Marrmal F2184, 12028, 20150520, 2018 3
1378212 AutoReconciliation Caompleted Marrmal RECOMCILE, 69184, 12028, 21
1378183 Faosting: Single Ledger Completed Marmal 2045, 1003, 50408, 696
1378182 Paosting: Single Ledger Completed Marmal 2045, 1003, 50408, 695
1378180 Posting: Single Ledger Completed Marrnal 2045, 1003, 50408, 694
1378179 Journal Impart Completed Marmal A03, -B02, M, LY MY 7
1378178 Journal Import Completed Marmal 002, -B02 M, Y, MY
1378177 Create Accounting Completed Morrmal 222, ,2045 0 M, MDY
1378176 Create Accounting Completed Marrmal 222,045, 0 M, N DY
1378175 Journal Import Caompleted Marrmal 891 602, M, , % N, Y =
Hold Request iew Details. .. J e Dutput J
Cancel Reguest Diagnostics J Wiew Log... J

After completing the requests, go back to Bank Statements and Reconciliation and
retrieve the current Bank Statement by searching for the Statement Number (Refer

to Fig. 20)
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O Find Bank Statements
Account Number |DEFF'—CA Mao. 0455-010533-000 Date 20-MAY-2015
Staternent Mumber |20150520 Currency r
o 2 Document Mumber | Check Digits
Fig. 20 GL Date l—
Complete | '|
( Clear ‘ I ME | Find ]
21 The bank statement will be retrieved, click on Review (Refer to Fig. 21)
E]
Account Mum |Statement Mum HSlalemem Date HCurr ”Check Digits ||Accuunt Mame HElank Mame HElank Branch
:. EEEAEAEEE 20150520 [20-may-2015 PHP [ UPS COE-C |Development Bank (Commonwealth =
| | | \ | \ | \
| | | \ | \ | \
LI | | \ | \ | \
L | | \ | \ | \
| | | \ | \ | \
| | | \ | \ | \
LI | | \ | \ | \
L | | \ | \ | \
Fig. 21 | | | | | | [ |
| | | \ | \ | \
LI | | \ | \ | \
L | | \ | \ | \
| | | \ | \ | \
LI | | \ | \ | \
L | | \ | \ | \
L | | \ | \ | \
| | | \ | \ | \
| | | \ | \ | \ -
<o e D
( Reguery | I [ ‘ I Review ]
29 The Bank Statement will open, check if there are Unreconciled Lines. Click on Lines
to further investigate (Refer to Fig. 22)
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Account Mumber |BIEEEE 1) Account Name ‘UPS COE-C
Bank Mame |Devel0pmem Bank of the Philippines Bank Branch \Commonwealth
Date |20-MAY-2015 Currency PHP
Document Mumber | Statement Number ‘QDWEDSZD
GL Date |20-MAY-2015 Check Digits
Caontrol Totals Line Totals
Amount  Lines Amount  Lines

Qpening Balance Opening Balance

. Receipte l— Receipts £ 726 00 ’2—
Flg‘ 22 Payments '— Payments 93 456,79 ’4—
Closing Balance Closing Balance 8773079

Awailable Balance

Walue Dated Balance
1 Day Float Unreconciled 72600 ’2—

2 Day Float

[ Complete [ r |
( Errors ‘ [ Raversals ‘ I Reconciled | [ Ayailable |
23 The Bank Statement Lines will show which lines are unreconciled (Refer to Fig. 23)
OBa nent Line: 0 M = B

W

Account ‘DEIP-CA o, 0455-010533-000 Date 20-MAY-2015

Arnounts Exchange  Reference  Description

Transaction Amount
Line  Type Code Murmnber Date “alue Date Amount Reconciled Charges Status [
Bl Fayren ~|ocE |2 POMAYIOIE  [20-MAY-2015 | soonmn| 50000 Reconciled |~
"2 [Payment ~oce |z 20-MaY-2015  [20-MaY-2015 | 7000000 70,000.00 Reconciled |
3 [Payment ~ocE  laos J0-MAY-2015[20-MAY-2015 13 456,75 13 456,75 Reconciled |
I 4 Misc Receipt = CSD 111 20-MAY-2015 20-MAY-2015 472600 Unreconciled ﬂ
5 Misc Receipt = [420 | [20-WAY-2015  [20-MAY-2015 1.000.00 Reconciled
. " B [Misc Payment ~[svC | 20-MaY-2015  [20-MaY-2015 | 500000 [Recancilee [
Fig. 23 - - | | | | | O
[ | | | \ | | \ \ L
[ | | | \ | | \ \ L
[ ] | | \ | | \ \ [
[ ] | | \ | | \ \ [
[ | | | \ | | \ \ L
[ | \ | \ | | \ \ [ =
( Mlark.. ‘ I Create. . ‘ I Errors { Reconciled | I Awailable )

*Note that only Cash Deposits should be Unreconciled after running
AutoReconciliation

24 Select the unreconciled line and click on Available (Refer to Fig. 24)




FMIS — Bank Reconciliation

No.

Account |DBP-CA ho. 0456-010533-000 Date |20-MAY-2015
- Exchange  Reference  Description
Transaction Amount
Line  Type Code Number Date “alue Date Amount Reconciled Charges Status []
1 Payment ~|ocE |22 [20-mar2015  [20-Mav-2015 | 5,000.00] 5,000.00 [Reconciled | | =
2 |Payment ~|ocE 227 [20-mav2015  [20-Mav-205 | 70000000 70000.00 [Reconcited |
3 Payment ~|pce 228 [20-Mav 2015 [20-MAY-2015 | 1345579 13456.79 [Reconciled |
B  MiscRecept ~<jcsp | [20-mav2015  [20-Mav-2015 | 4,726.00| [Unreconciled |
Fig. 24 5 \Misc Receipt  ~[420 | [20-mav201s  [20-mavoms| 1,000.00] [Reconciled |
6 |MiscPayment ~|sve | [20-mav2015  [20-Mav-2015 | 5,000.00 [Reconciled |
\ | | | | | | | [
\ | | | | | | | [
\ | | | | | | | []
\ | | | | | | | [
\ | | | | | | | [
\ | | | | | | | []
[ ] | | | | | | | U 3
( Mlark | I Craate | I Errars | I Reconciled | I Awailable )
25 This will open the Find Transactions window, click on Find. (Refer to Fig. 25)
{ |  Batch  Group
[ AR Receipt
[ AP Payment
[ Cash Management Cashflow
W hiscellaneous
[ Journal
[ Payrall
[ Payrall EFT
[ Staternent Line
- Agent Receipt Journal Ordering
Numbers 111 111
Dates | |
Amounts | |
Maturity Dates | |
Batch Names | |
Remittance Numbers | |
Cashflow Mumbers | |
Organization |
Status
Currency
( Clear | [ Cancel | [ Find and hark |
The available miscellaneous receipts will be shown, choose the receipts that will
26 make up the sum of the deposit. Use the Report of Collections and Deposit as

reference (Refer to Fig. 26)
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No.

Account |UPY LBP GF 3062-1000-25 Amount Reconciled
Amount Remaining 4 726.00
( Previous ‘ { Mext J
- Exchange Reference  Organization
Original Account Currency
Amount Cleared Walue
Type Murnber Currency Arnount Amount Cleared Date Date GL Date Date
[ |Miscellzne 00007 [PHP [ 300000 300000 300000 01-0CT2014 | [01-0CT2014 [01-0CT-2014 | =
T |Miscellane 000710 [PHP [ 1,000.00 | 1,000.00] 1000.0001-0CT2014 | [01-0CT-2014 [01-0CT-2014
. T |Miscellane 00010 [PHP [ 1000.00 | 1.000.00/ 1000.00[01-0CT20014 | 01-0CT2014 [01-0CT-2014 -
Fig. 26 [ |Miscellzne 10000 G [ 100.00 | 100.00 100.00 [01-0CT-2014 | [01-0CT-2014 [01-0CT-2014 |
O |Miscellane 2112 [PHP [ 1,000.00 | 1,000.00] 1000.00[01-0CT2014 | [01-0CT-2014 [01-0CT-2014
T |Miscellane 294172 [PHP [ 3,000.00 300000 | 3,000.0002-MAR2015 | [01-DEC-2015 [02-MAR-2015 | —
[ |Miscellane 294173 [PHP [ 6,000.00 £,000.00 | 5,000.00 02-MAR 2015 | 01-DEC-2015 |02-MAR-2015
T |Miscellane 9383 [PHP [ 3,589.00 3,569.00 3,569.00[20-MAY-2015 | [01-DEC-2015 [20-maY-2015
T |Miscellane 9998 [PHP [ 899.00 | 899,00 goa.o020-may-2015 | [01-DEC-2015 [20-mAY-2015
[ Miscallane 3999 [PHP [ 268.00 268.00 | 268,00 [20-MAY-2015 | [01-DEC-2015 [20-mAY-2015
T |Miscellane RECON-OO1 [PHP | 1200000 1200000 1200000 08-mMeR201s | 06-MAR-2015 [08-MAR-2015 -
Maturity Date Status | Cleared
( Recalculate ‘ I Reconcile )
27 Select the appropriate receipts until Amount Remaining is 0.00. Click on Reconcile
(Refer to Fig. 27)
ilable Transacti 0
Account |UPY LBP GF 3052-1000-29 Amount Reconciled 4,725.00
Arnount Remaining 0.00
( Previous ‘ { Mext JI
- Exchange Reference  Organization
Qriginal Account Currency
Amount Cleared Walue
~ Type Murnker Currency Arnount Amaunt Cleared Date Date GL Date Diate
[ |Miscellane 00007 PHP [ 3,000.00] 3,000.00 300000 01-0CT 2014 | b1-ocT 2014 [p1-0CT 2014 £
| [Miscellane 00010 PHP [ 100000 1,000.00 1000.00 01-0CT-2014 | [01-0cT2014 [01-0CT-2014
. [ |Miscellane 00010 PHP [ 1 000,00 1,000.00 | 1000.00(01-0CT-2014 | 01-0CT-2014 01-0CT-2014
Fig. 27 [ |Miscellane 10000 FHP [ 100,00 100.00 | 100,00 01-0CT-2014 | [o1-ocT2014 [p1-0cT-2014
0| [Miscallane[2112 PHP [ 100000 1,000.00 | 1000.00(01-0CT-2014 | 01-0CT-2014 |01-0CT-2014
T |Miscellane 294172 PHP [ 3,000.00] 3,000.00 3,000.00 02-MAR-2015 | [01-DEC-2015 [02-MAR-2015 —
[ Imliscellane (234173 EHP [ 5,000.00 5,000.00 6,000.00 02.MAR2015 | 01 DEC 2015 02 MAR-2015
“ |FWEEEIEHE SSSEMMY FAEN NONESED MESSEE| sooo0 omeroors [N oi-oec-201s GRS
| ASEEiES SSaN FREI WGET0 S0 oo ovevoois [N or-oec-20ns SRRV
T |Miscellane|RECON-DO1 |PHF [ 1200000] 1200000 1200000 06 MARZ015 | 06 WAR-Z015 |0B-MAR-2016
Maturity Date Status  Cleared
|
( Recalculate ‘ " Reconcile ) |
28 All Bank Statement Lines are now reconciled (Refer to Fig. 28)




FMIS — Bank Reconciliation No.

Account DBEP-CA Ma. 0455-010533-000 Date 20-MAY-2015

-Exchange Reference  Description

Transaction Armount
Line  Type Code Number Date “alue Date Amount Reconciled Charges Status [1]
B0 [Payrent ~[ocE  [228 20-MAY-2015  [20-MAY-2015 | 5,000.00 5,000.00 Recanciled =l
2 |Payment ~|ocE  [227 2OMAY-2015  20-MAY-2015 | 7opoooo|  7opoo.oo Reconciled
3 |Payment ~|ocE |22 omav2015 20 MAY-2015 1345679 13456.79 Reconciled
4 |MiscReceipt  ~ CSD 111 20-MAY-2015  20-MAY-2015 472500 Reconciled
Fig. 28 5 |Misc Receipt - 420 | 20-MAY-2015  [20-MAY-2015 | 1 000,00 Reconciled
B |Misc Payment ~|Sve [Zo-may-2015  [20-MAY-2015 | 500000 Reconcilad

(I I I

( Mark. .. [ Create.. [ Errars I Reconciled | I Available )




