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Using Bank Reconciliation 

Reconcile your bank statements using Bank Statement Processing. Through this application you can 

automatically or manually match transactions between your bank accounts and bank statements. 

During this course, you first explore how to import electronic statements from your bank. 

It then shows the ways you can match statement lines with unmatched bank account transactions. 

You then see how to match transactions through Automatic Matching and Quick Matching. 

The course ends by exploring how to manually create a bank statement. 

Objectives 

• Importing Bank Statements 

• Matching Transactions 

• Automatic and Quick Matching 

• Entering Bank Statements 

Importing Bank Statements 

A bank statement lists both bank account activity and its balance. It verifies that the statement amounts match 

the amounts in your company account. You reconcile statements using Bank Statement Processing. 

You often reconcile bank statements each month. But if you receive bank statements electronically, you can 

reconcile through a more frequent schedule, perhaps every day. 

Typically, you reconcile statements by importing them from a bank. You then see which transactions 

automatically match transactions in your bank account. You then manually match any remaining unmatched 

statement lines. 

Launch Bank Statement Processing. From the Landing Page, tap the Bank Account ID. Select the bank account 

you need to reconcile. 

Now import the electronic statement from the bank. Tap the Overflow menu and select Import Statement. 

The Import Statement Panel slides on. Tap Search to find and select the electronic bank statement. You set up 

these files through Electronic Interface Maintenance. You then use Bank Account Maintenance to link this 

electronic file format to the account. 

Select the electronic bank statement and tap open. 

When you return to the Import Statement panel, the selected file displays in the Import File field. Tap Import. 

If the bank account listed in the import file matches your bank account, the bank account information displays 

in the Statement Header. The bank account ID and Description appear along with the currency for the 

transactions.  

The Statement that you are using to reconcile displays in this field. To change this statement, tap search and 

select a different option. 
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The Opening, Closing, and Apply Date indicate the date range for the transactions. Tap the Calendar icon in each 

field to find and select a different date. 

The next fields show the Fiscal Year and Fiscal Period when the transactions took place.  

You can view the Opening Balance, Closing Balance, Line Total, and any Variance currently within the imported 

bank statement. 

Matching Transactions 

Review the combined details on the Statement Workbench. Finish reconciling the bank statement by matching 

the transactions. The Statement Lines card displays the matched and unmatched bank statement lines. 

Select an unmatched transaction in the Statement Lines grid.  

Go to the Unmatched Transactions grid. If no transactions appear or if you want to refresh this list, tap the 

Overflow menu and select Retrieve.  

The Retrieve Options panel slides on. Enter a From and To Date. Filter which transactions to retrieve by partner 

and statement line type. You can also include payment instruments that have due dates after the statement’s 

closing period. 

Select the options and tap Retrieve. 

To link a transaction, select the check box next to it and then tap Match. It disappears from the list of unmatched 

transactions. 

Back on the Statement Lines grid, the selected transaction now has the Matched Status. 

The cash receipt, payment, or other document that matches the transaction displays in the Matched Documents 

card. As you match statement lines with bank account transactions, the documents for these transactions 

display in the Match Documents grid. 

You can also create a document to match with a selected statement line. To do this, select an unmatched 

statement line. Then tap the Overflow menu and select Create New Document. 

Depending on the statement line’s type, the system launches a corresponding application, like Payment Entry or 

Cash Receipts Entry. Use this application to create the transaction that will match the selected statement line.  

For this example, the system launched Cash Receipts Entry and automatically populated fields with information 

from the statement line. 

Enter the Customer ID for the customer who sent you this cash receipt transaction.  

To place this transaction amount against an existing AR invoice, scroll down to the Allocate card. Tap the Invoice 

Selection button.  

The Invoice Selection panel slides on. Select an invoice from the Invoices grid and tap the Apply button. 

After the system finishes applying the payment, tap Save and then Close Cash Receipts Entry. 

You cannot post this transaction; you just save it here. Bank Statement Processing then posts the transaction 

along with the entire bank statement. 

You return to Bank Statement Processing. The document displays in the Matched Documents card. In the 

Statement lines card, the selected transaction now has the Matched status. 
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You can also un-match documents. To do this, first go to the Statement Lines card and select the line to un-

match. 

Now on the Matched Documents card, select the document to un-match. 

Tap the Overflow menu and select Un-match. 

You can also un-match the documents by tapping the Un-match All icon. 

Automatic and Quick Matching 

Bank Statement Processing also has Automatic Matching and Quick Matching, features that make it easier to 

match transactions. 

Automatic Matching uses reconciliation logic that attempts to match statements with unmatched bank account 

transactions. If it finds a match, it links the statement and the transaction. 

To launch this process, tap the Overflow menu and select Automatic Matching. 

The process now goes through the statement lines, analyzing values that may also be in the bank account 

transactions. It first checks for a payment reference number, like a check number or an electronic payment ID. 

It then looks for the invoice reference number, a company name that a specific bank uses, and a bank  

account number. 

If the process still cannot find matching data, it next checks the Partner ID to locate a customer, supplier, or 

bank by partner cross reference. You enter these cross references on customer, supplier, and bank records. 

Review the matching results. If you do not want the choice for the match, change the status to Not Matched.  

Use the Quick Matching page to directly match statement lines with the bank account transactions. Tap the 

Quick Matching button. 

Expand the Statements Lines card and select an unmatched statement line.  

Now go to the Unmatched Transactions card. Select one or more unmatched transactions that you want to 

match with the selected statement line.  

As you select transactions, the statement line’s Unallocated Amount goes down by each transaction amount. 

When the total amount equals the line’s amount, the line is matched and the transactions disappear from the 

Unmatched transactions list.  

If the Unallocated Amount does not go down to zero but you still want to match the selected transactions, tap 

the Match button. The statement line is matched and the system calculates the variance amount. 

To see the transactions you matched, return to the Statement Workbench. The transactions display in the 

Matched Documents card. 
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Entering Bank Statements 

You may need to manually create a new statement and then match the transactions to this statement. Once you 

post all statements linked to the selected bank account, you can manually create a new statement. 

Return to the Landing Page. Select the Bank Account that needs the new bank statement.  

Now tap New. The Statement Header card displays. 

The Opening Date defaults based on the closing date from the previous statement. Enter the Closing Date for  

the statement. 

Enter a Description that helps identify when and why you created this bank statement. 

Add the statement lines. Go to the Statement Workbench and expand the Statement Lines card. Tap the  

New icon. 

You can enter the line directly in the grid. Enter data in each column and then tab into the next column. 

You can also go to the Nav Tree and select the Statement Line link. The Detail card displays. 

Enter the statement line information. From the Type drop-down list, select an option like ARRcpt. This is a  

cash receipt.  

Now enter the Bank Amount for the transaction. 

Enter the Partner ID for the customer, supplier, or other source for the transaction. 

Identify the bank handling the transaction. Enter the Partner Bank Code and Partner Bank Account. 

Save the line. Continue to add more transaction lines to this bank statement as you need. 

Recap 

This course showed you how to reconcile bank statements. 

You first explored how to import electronic statements from your bank. 

It then showed the ways you can match statement lines with unmatched bank account transactions. 

You next saw how to match transactions through Automatic Matching and Quick Matching. 

The course ended by exploring how to manually create a bank statement.  

For more information on bank reconciliation, take courses on the Epicor Learning Center and review the  

online help. 

 

 

 

 

 



 

 

 

About Epicor 

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed 

around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of 

experience with our customers’ unique business processes and operational requirements is built into every solution—

in the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while 

managing complexity. The result is powerful solutions that free your resources so you can grow your business. For 

more information, connect with Epicor or visit www.epicor.com. 

 

Corporate Office 

804 Las Cimas Parkway 

Austin, TX 78746 

USA 

Toll Free:  +1.888.448.2636 

Direct:   +1.512.328.2300 

Fax:  +1.512.278.5590 

Latin America and Caribbean 

Blvd. Antonio L. Rodriguez #1882 Int. 104 

Plaza Central, Col. Santa Maria 

Monterrey, Nuevo Leon, CP 64650 

Mexico 

Phone:  +52.81.1551.7100 

Fax:  +52.81.1551.7117 

Europe, Middle East and Africa 

No. 1 The Arena 

Downshire Way 

Bracknell, Berkshire RG12 1PU 

United Kingdom 

Phone:  +44.1344.468468 

Fax:  +44.1344.468010 

Asia 

238A Thomson Road #23-06 

Novena Square Tower A 

Singapore 307684 

Singapore 

Phone:  +65.6333.8121 

Fax: +65.6333.8131 

Australia and New Zealand 

Suite 2 Level 8,  

100 Pacific Highway 

North Sydney, NSW 2060 

Australia 

Phone: +61.2.9927.6200 

Fax: +61.2.9927.6298 

The contents of this document are for informational purposes only and are subject to change without notice. Epicor 

Software Corporation makes no guarantee, representations or warranties with regard to the enclosed information and 

specifically disclaims, to the full extent of the law, any applicable implied warranties, such as fitness for a particular purpose, 

merchantability, satisfactory quality or reasonable skill and care. This document and its contents, including the viewpoints, 

dates and functional content expressed herein are believed to be accurate as of its date of publication. The usage of any 

Epicor software shall be pursuant to the applicable end user license agreement and the performance of any consulting 

services by Epicor personnel shall be pursuant to applicable standard services terms and conditions. Usage of the solution(s) 

described in this document with other Epicor software or third party products may require the purchase of licenses for such 

other products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation, registered in the United States 

and other countries. All other marks are owned by their respective owners. Copyright © 2021 Epicor Software Corporation. 

All rights reserved. 
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