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INTRODUCTION 

Bank reconciliation is the process of matching transactions of your cashbook to the corresponding information 

on a bank statement (i.e. comparing your records against the bank records).  

A bank reconciliation should be completed at regular intervals (weekly is best) for all bank accounts, to ensure 

that a company's cash records are correct, and to spot and correct problems immediately. Otherwise, it may 

find that cash balances are much lower than expected, resulting in bounced cheques or overdraft fees. A bank 

reconciliation will also help identify any unusual transactions that might be caused by fraud or accounting errors. 

It is extremely unlikely that a company's ending cash balance and the bank's ending cash balance will be identical, 

since there are probably multiple payments and deposits in transit at all times, as well as bank service fees, 

penalties (usually for overdrafts), and not sufficient funds deposits that the company has not yet recorded. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.accountingtools.com/articles/what-is-a-bank-statement.html
https://www.accountingtools.com/articles/2017/5/9/bounced-check
https://www.accountingtools.com/articles/2017/5/9/overdraft
https://www.accountingtools.com/articles/2017/5/6/deposit-in-transit
https://www.accountingtools.com/articles/what-is-not-sufficient-funds.html
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PARAMETERS 

The only parameter that is relevant to bank recon, is the bank code setup (bank account name). This code is 

important as it relates to the bank statement layout that has been hard coded in the system.  

 

SUPERVISOR > PARAMETERS > CASH BOOK > BANK MASTER FILES 

• Bank GL code: Select a bank. 

• Bank name: auto populated depending on the bank selected.  

 

DETAILS TAB 

• Bank account name: This is important when importing bank statements as the bank account code is 

linked to a specific layout, that has been setup in the system. Valid bank codes to use are FNB, STD, 

ABSA, NED, RMB, BIS, ABINT, ABSABI, FNBOBE, STDBO. 
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IMPORTING BANK STATEMENTS 

Extract the bank statement from your bank(s) and import it into Munsoft, making sure to select the correct 

format.  

 

CASH BOOK > NEW BANK RECON > IMPORT BANK ST’MNTS 

• Chart of accounts: Select SC for the SCOA chart.  

• Bank account: Select the bank who’s statement is being imported.  

• Import layout: Select the layout of the bank statement being imported. If unsure what the layout 

should look like, click on the “see layout” dropdown arrow. If another bank statement layout looks 

like your bank statement layout, then that layout can be used. It is only using the layout to import 

the data.  

• Upload file: Search for the statement to upload.  
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Munsoft layout 

 

 

FNB layout (YYYY-MM-DD) 

 

 

 

FNB layout (DD/MM/YYYY) 

 

 

ABSA layout 

 

 

Standard bank 

 

 

Nedbank layout 

 

 

 

 

 

 

 

BRANCH CODE DATE OF TRANSACTION(YYYYMMDD) STATEMENT NO DESCRIPTION REFERENCE AMOUNT

ACCOUNT TRANSACTION HISTORY

FOR ACCOUNT NUMBER ......

Effective Date(YYYY-MM-DD) SERVICE FEE Amount DESCRIPTION CHEQUE NUMBER Balance

ACCOUNT TRANSACTION HISTORY

FOR ACCOUNT NUMBER ......

Effective Date(YYYY-MM-DD) SERVICE FEE Amount DESCRIPTION CHEQUE NUMBER Balance

BRANCH CODE REFERENCE DATE(YYYYMMDD) STATEMENT NO DESCRIPTION TYPE AMOUNT

BANK CODE DATE(YYYYMMDD) BRANCH AMOUNT REFERENCE DESCRIPTION

Statement Enquiry

Account Number:

Account Description :
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RECONCILING THE CASH BOOK 

Once the bank statement has been uploaded, can the bank statement transactions be matched to transactions 

in the cash book.  

 

CASH BOOK > NEW BANK RECON > RECONCILE CASH BOOK 

• Bank account: Select the bank you are reconciling.  

• Fiscal: Enter the month/period you are reconciling.  

• Refresh/do not refresh list: Indicate whether you want to refresh the list.  

• Show unmatched/matched items: Indicate whether you want to see unmatched or matched 

items. Hit “enter”. 

 

 

A bank recon sort and filter screen will appear.  

• Order by: Here you can choose to order/sort your data either by matched, amount, document 

number, date, sequence, reference or description. 

•  Filter by: Here you can filter the date to reconcile according to a date range, or filter by an amount 

range. 
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Your data selection will be shown. The bank statement is shown on the left. And the cash book is shown on the 

right.  

 

 

 

 

 

 

 

 

 

 

 

 

 

At any point can you re-order your data by clicking on the drop down for either the bank statement or cash book.  
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MATCHING TRANSACTIONS 

Now you can start matching the bank transactions on the left with the cash book transactions on the right. 

Unmatched transactions are indicated by a red cross, and matched transactions are indicated by a green tick. 

Once matched, the bank amount should match the cash book amount, so that when subtracted from one 

another equals to zero.  

If there is a difference, then you would need to investigate this. Perhaps some transactions have not been 

posted to the cash book?  

In some instance there is a 1-to-1 correlation between the cash book and bank, but there might also be instances 

where a transaction corresponds to multiple transactions.  
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AUTO MATCH 

Auto match will match the transactions automatically based the matching criteria you select. Use this function 

with care! Only use this function if you are certain of the matching criteria. 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Match: Indicate if you want to match 1-to-1 transactions or 1-to-many.  

• Indicate which fields the system must look at before a match is made. More than one selection can 

be made. Please note that 2 or more selection need to be made before you can proceed. Click “ok” 

when done.  
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MANUAL MATCH 

You are also able to match/unmatch transactions manually. Right click on a bank transaction and select “match”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Go to the corresponding cash book transaction, and do the same there. Click on “view” to view the actual cash 

book transaction.  

 

 

 

 

 

 

 

 

 

 

 

 

• Once done click on the “process” sub menu key to remove the matched items from the list.  
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IMPORT MATCH 

Use this function if you wish to do your reconciliation in excel.  

 

 

 

 

 

 

 

 

 

 

 

 

 

• Side: Select whether you are uploading the “bank” or “cash book” spreadsheets. Remember to 

do first the one AND then the other. 

• See layout: Click on the drop down arrow to view either the bank or cash book layout to use.  

• Upload file: Once you have populated your data in the 2 spreadsheets, upload them both 

(depending on what was selected under “side”). 

• Excel: This function exports either the bank or cash book transactions to excel.  
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Bank & cash book layout 

 

 

• Use this excel extract and indicate in the last column with either a Y (Yes) or N (No) whether these 

transactions are matched to ones in the cash book excel extract.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SEQUENCE FISCAL DOC NUMBER DESCRIPTION AMOUNT MATCH Y/N

SEQUENCE FISCAL DOC NUMBER DESCRIPTION AMOUNT MATCH Y/N

32444 201709 DEP 1273 0.8

25734 201706 1273 0.03

26425 201706 1273 39

48242 201802 DEP 1273 35

49199 201802 DEP 1273 14

49200 201802 DEP 1273 21

49201 201802 DEP 1273 94.5

49202 201802 DEP 1273 147

49203 201802 DEP 1273 196

49205 201802 DEP 1273 483

49206 201802 DEP 1273 525

49899 201802 PAY 621 54254.74

49940 201802 DEP 1273 14

49941 201802 DEP 1273 21

49942 201802 DEP 1273 70

49945 201802 DEP 1273 227.5

49946 201802 DEP 1273 241.5

49949 201802 DEP 1273 1004.02

49950 201802 DEP 1273 1095.5
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DELETING BANK STATEMENTS/TRANSACTIONS 

This screen is used for deleting individual rows/transactions from a bank statement, or to delete all 

transactions on a bank statement. Only unmatched items can be deleted.  

CASH BOOK > NEW BANK RECON > PURGE BANK ST’MNTS 

• Bank code: Select the bank statement from the drop down arrow.  

• Deletion mark: Indicate whether you want to delete all transactions or one by one.  

 

If deleting one by one, place a tick mark next to those transactions. If you had selected to delete 

all, a tick mark will automatically be placed next to all transactions. Once done click on the 

“process” sub menu key to finalise this.  
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ENQUIRIES & REPORTS 

EXTRACT FOR BANK RECON 

CASH BOOK > ENQUIRIES & REPORTS > EXTRACT FOR B/RECON 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Period Payee ChequeNo Doc Number Doc Date Amount Description

Apr-18 ACB - Debtors debit orders 20180417-ACB 17/04/2018 4625763.22 CASHIER RECEIPTS

Apr-18 6.04 BC000972 19/04/2018 -9069.49 06.04.18 b/charges c

Apr-18 06.04.18 b/charges main BC000973 19/04/2018 -55717.86 06.04.18 b/charges m

Apr-18 07.04.18 b/charges main acc BC000974 19/04/2018 -47.35 07.04.18 b/charges m

Apr-18 03.04.18 bank charges main account BC000975 19/04/2018 -162400.59 03.04.18 b/charges m

Apr-18 04.04.18 bank charges main account BC000976 19/04/2018 -8556.74 04.04.18 b/charges m

Apr-18 04.04.18 bank charges main account BC000977 19/04/2018 -996.18 04.04.18 b/charges m

Apr-18 05.04.18 bank charges cdi BC000978 19/04/2018 -87.23 05.04.18 b /charges

Apr-18 05.04.18 bank charges main account BC000979 19/04/2018 -8482.72 05.04.18 b/charges m

Apr-18 29.03.18 bank charges main account BC000980 19/04/2018 -4100.7 29.03.18 b/charges m

Apr-18 31.03.18 bank charges main account BC000981 19/04/2018 -130.35 31.03.18 b/charges m

Apr-18 03.04.18 bank charges cdi account BC000982 19/04/2018 -269.96 03.04.18 b/charges c

Apr-18 03.04.18 bank charges traffic account BC000983 19/04/2018 -160.56 03.04.18 b/charges t

Apr-18 03.04.18 transactional reversal traffic TO001111 19/04/2018 -1000 03.04.18 t/reversal

Apr-18 31.03.18 MULTICHOICE TO001112 19/04/2018 -1025.1 31.03.18 MULTICHOICE

Apr-18 CHICCOS HOLDINGS PTY LTD TO001113 19/04/2018 -100000 STATIONERY

Apr-18 MAST BC000984 19/04/2018 -550 BANK CHARGES

Apr-18 THE PARISH OF ST ANDREW HOEDJIES BAY EF008498-0016 19/04/2018 400 HIRE OF HALL SBM

May-18 KGOLO INSTITUTE EF008500-0001 19/04/2018 -415351.52 123

May-18 WACO AFRICA PTY LTD T/A SANITECH EF008500-0002 19/04/2018 -122299.2 123

May-18 AMAPHAFINZI CC 19/04/2018 0 AMAPHAFINZI CC

May-18 KGOLO INSTITUTE EF008500-0001 19/04/2018 415351.52 KGOLO INSTITUTE

May-18 WACO AFRICA PTY LTD T/A SANITECH EF008500-0002 19/04/2018 122299.2 WACO AFRICA PTY LTD

Opening Balance 47163519.28 Closing Balance 81440471.6
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BANK RECON STATEMENTS 

Extracting the bank recon statement. 

CASH BOOK > NEW BANK RECON > RECON STATEMENTS 

 

• Chart of accounts: Select SC for the scoa chart.  

• Bank code: Select the bank you are reconciling. 

• Report type: Indicate whether you want to see a detailed or summary report. 

• Include matched item: Indicate to include matched items or not.  

• Transaction list: Indicate whether to extract a full or monthly list.  

• Excel or print: Indicate how to display this report.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BANK CODE: 5 AS AT:20180430

BALANCE AS PER BANK STATEMENT 71200033.99

OUTSTANDING DEPOSITS 3041434403

OUTSTANDING PAYMENTS -3011468723

CALCULATED BALANCE 101165713.8

B/S OUTSTANDING PAYMENTS -3052370428

B/S OUTSTANDING DEPOSITS 3752110518

FINAL CALCULATED BALANCE -598574376.4

BALANCE AS PER CASH BOOK 81440471.6

DIFFERENCE -680014848
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On the bank recon statement extract: The 3 symbols indicated in RED below are not a positive/negative 

indication. This is to indicate how the recon gets calculated. E.g. The balance as per bank statement is NOT a 

negative. These symbols are also in a different colour AND there is a space between the figure and symbol. 
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How to read the bank recon statement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Balance as per cash book” is as per the system. 

Balance as per bank statement R 71 200 033.99

+ Outstanding deposits R 15 460 537.69

- Oustanding payments R 1 021 836.81

= Calculated balance R 85 638 734.87

Calculated balance R 85 638 734.87

+ B/S Outstanding Payments minus R 23 595.63

- B/S Outstanding Deposits plus R 4 433 858.90

= Final Calculated balance R 81 228 471.60
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In order to get the green and blue figures on the bank recon statement, pull the report as follows: 
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MONTH-END 

If a new bank was added to your system, then you are able to move unreconciled items from the old/current 

bank code to the new bank code.  

 

SUPERVISOR > REGULAR PROCEDURES > MONTH END > B/RECON MONTH END > BANK CODE TRANSFER 

• Current bank code: Select the old/current bank.  

• New bank code: Select the new bank to where the unreconciled items of the old bank will be moved 

to. 
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After reconciling for the month, the period should be closed. If you have more than one bank account, remember 

to do this process for all bank accounts. 

 

SUPERVISOR > REGULAR PROCEDURES > MONTH END > B/RECON MONTH END > MONTH END 

 

• Bank code: Select the bank you are doing month end for.  

• Month end: Click on month end run to close month end. Once done a tick mark will be placed 

next to that period that has been closed.  

• Unreconcile: Click this button if you made a mistake and wish to redo your reconciliation.  

 

 

 


