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Extract data from the Bank 
 
To begin, download and save the required file(s) from the bank, this includes the trust account and all IBD 
Accounts (for on-call and term deposits). Note down the closing balance for both the IBD and trust account 
at this Dme.   
 
Each calendar day needs to have an individual bank file when transacDons have occurred. On the days when 
no transacDons are occurring in the account(s) a bank reconciliaDon sDll needs to be created, but there is no 
file to download from the bank. 
 
NOTE: All of the transacDons for the day don’t need to be posted to the required maJers before the bank 
statement is imported. Create a bank reconciliaDon and keep it in progress by closing the bank reconciliaDon 
screen. Come and go from the bank reconciliaDon as many Dmes in a day as needed unDl completed and the 
‘Commit’ buJon has been clicked. At this point, the bank reconciliaDon is finalised. 
 
 

IBD (Interest Bearing Deposit) Ledger Reconcilia<on 
 

1. On the Accounts ribbon click ‘New’ in the ReconciliaDon secDon (see Figure 1 below). Choose the IBD 
account from the Ledger drop-down (If the firm does not run an IBD account then go straight to the 
trust account ledger instrucDons below) 
 

 
 

Figure 1. 
 

2. Type in the closing balance of the IBD account at the bank. If the wrong closing balance is put in, an 
error message saying the imported transacDons don’t match the difference between the opening 
and closing balance will appear. Check and re-enter the closing balance. 

 
3. Click ‘Browse’ and navigate to the locaDon of the downloaded file from the bank, select it and click 

‘Open.’ 
 

4. Click ‘Import’ 
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5. The transacDons in the top half of the screen have come in from the bank (in the file that was 

downloaded) (see Figure 2 below). The boJom half of the screen displays the transacDons posted in 
OnePracDce for the date of the bank reconciliaDon.  
 
When a transacDon, bank side or trust side, is selected by Dcking the box, this transacDon will 
become highlighted in BLUE. 
 
NOTE:  By using the two buJons on the top right of the bank reconciliaDon screen, the view format 
can be changed from verDcal to horizontal which displays the bank transacDons on the le[ and trust 
transacDons on the right. 
 
 

 
 

Figure 2. 
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6. Match the transacDons between these two secDons. Tick the transacDons on the bank side (top) and 
the OnePracDce side (boJom) (see Figure 3 below). Tick transacDons one by one or Dck the top box 
to select all transacDons. If the transacDons balance between the top secDon and the boJom 
secDon, the reconcile buJon in the middle of the screen will highlight, click this to reconcile the 
selected transacDons. 
 
The transacDons will be removed from this tab. View the reconciled IBD transacDons in the 
Reconciled tab. Reconcile all the IBD transacDons (so that the screen is blank) but do not commit the 
reconciliaDon. The Commit buJon is greyed out unDl all transacDons are reconciled. When every 
transacDon in the Bank is reconciled with the data entry in OP, simply close out of the IBD 
reconciliaDon.   
 

 

 
 

Figure 3. 
 
 

NOTE:  
 

+ Do not commit the reconciliation yet as the trust account bank reconciliation needs to be completed 
first 
 

+ No transactions should remain on the bottom half of the bank reconciliation, if a transaction did not 
happen at the bank then that transaction should be deleted from OnePractice 
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If an error is made during the reconciliaDon process, the transacDon/s can be unreconciled. The example 
below (Figure 4) shows how to undo reconciled transacDons. 
 
NOTE: If the transacDons have been reconciled one by one, they will undo one by one. If transacDons are 
reconciled together, they will be undone together. If transacDons need to be deleted, they must first be 
unreconciled. 
 

 
 

Figure 4. 
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Double-click on a transacDon posted in OnePracDce (boJom half of screen) to delete it if it has been posted 
incorrectly. IBD transacDons cannot be edited.  
 
The example below (Figure 5) shows how to delete an IBD transacDon posted by double-clicking on the 
transacDon. 
 

 
Figure 5. 

 
 

 
 

Figure 6. 
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A reconciliaDon can be deleted at any Dme if it has not been commiJed. This will not delete the transacDons 
posted. The bank file can then be imported again and started from fresh. 
 
To close out of the ReconciliaDon window at any Dme click the ‘X’ on the top right-hand side of the screen 
(Figure 7 below). This will not delete the ReconciliaDon but will leave it set as ‘In Progress.’ 
 
On closing, the reconciliaDon will be sibng in the list with ‘In Progress’ next to it (see Figure 7 below). To 
reopen the reconciliaDon at any Dme double-click on it. This will allow work to conDnue on the reconciliaDon 
throughout the day. 
 

 

Figure 7. 
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To commit the reconciliaDon, open the reconciliaDon and click ‘Commit’ in the boJom right-hand corner (see 
Figure 8 below). Only do this once both the trust and IBD accounts balance. 

 

 

Figure 8. 
 

NOTE: A copy of the bank reconciliaDon can be printed a[er it has been commiJed. Click the ‘Print’ buJon. 
Any bank reconciliaDon can be reprinted at any Dme, locate the required reconciliaDon, double-click to open 
it and then click ‘Print.’ 
 
 

Periodic Interest 
 
Some firms have IBD interest paid monthly, and other firms have it paid quarterly. Print off the interest report 
from the bank and process the interest into OnePracDce before starDng the bank reconciliaDon for that day. 
 
Ensure that the banking system has been checked before proceeding to commit any IBD bank reconciliaDon.  
It is possible to get caught out if nothing has happened in the IBD account during the month and blank bank 
reconciliaDons are regularly being created using the ‘Create (no bank transacDons).’ 
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Trust Account Ledger Reconcilia<on 

 
Once the IBD bank reconciliaDon is balanced but not commiJed, start the bank reconciliaDon for the trust 
account. 
 

1. In the Accounts ribbon click ‘New’ in the ReconciliaDon secDon and choose the trust account Ledger 
from the drop-down (see Figure 9 below) 

 
Figure 9. 

 
2. Type in the closing balance of the trust account at the bank 

 
3. Click ‘Browse’ and navigate to the locaDon of the downloaded file from the bank, select it and click 

‘Open’ 
 

4. Click ‘Import’ 
NOTE: See pages 14 & 15 for import errors that can occur  
 

5. Reconcile the trust transacDons. Tick the transacDons on the bank side (top) and the OnePracDce 
side (boJom) (see Figure 10 below) 
 
Tick transacDons one by one or Dck the top box to select all transacDons. If the transacDons balance 
between the top secDon and the boJom secDon, the Reconcile buJon in the middle of the screen 
will highlight, Dck this to reconcile the selected transacDons.  
 
The transacDons will be removed from this tab, view the Reconciled trust transacDons in the 
Reconciled tab. The Commit buJon is greyed out unDl all transacDons are reconciled. 

 

NOTE: Match transacDons either one at a Dme or in batches to reconcile. The Reconcile buJon will not 
highlight if the transacDons don’t equal the same total between the two secDons. 
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Figure 10. 

 
 
NOTE: If more transacDons from either the top (bank) or boJom (trust) are selected and the totals match (for 
example one payment out of the bank to two payments posted in OnePracDce) when reconcile is selected, a 
warning will appear (see Figure 11 below). Select ‘Yes’ to reconcile or ‘No’ to check the transacDons.  
 

 
 

Figure 11. 
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Receipts can be posted from within the Bank ReconciliaDon screen. To do this, select the transacDons in the 
bank secDon (top half) and click ‘Create Matching Receipt.’ This will open a Trust Receipt window. The Date, 
Amount and Funds Type fields will auto-populate from the details for the credit. Complete the other details 
and post the receipt as usual. 
 
The example below (Figure 12) shows how to create a matching receipt from within the bank reconciliaDon. 
 

 
 

Figure 12. 
 
If there is a bank entry with no matching trust entry, and there are no details to create a matching receipt, 
there is a provision to create an adjusDng entry to complete the bank reconciliaDon for the day being 
reconciled. This will enable that bank entry to be carried forward to the next day’s bank reconciliaDon.  
 
Any adjusted bank transacDons will conDnue to show in the bank reconciliaDon for consecuDve days unDl a 
trust receipt is completed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:support@onelaw.co.nz
https://www.onelaw.co.nz/


 

 

11 
03 339 5032 | support@onelaw.co.nz | www.onelaw.co.nz 

Bank Reconcilia<on Manual 

To create an adjusDng entry, select the bank transacDon and click ‘Adjust’ (see Figure 13 below). Type in the 
reason to explain why this transacDon is being adjusted (carried or held are other terms used for this). Click 
‘OK.’ Any transacDons that are adjusted will display in the summary on the bank reconciliaDon as deposits 
not receipted (the items will reappear on the next day’s bank reconciliaDon). 
 

 
Figure 13. 

 
The Adjusted item will print with the reason on the bank reconciliaDon. 
 
 
NOTE: 
 

+ The transaction will need to be adjusted every day with the reason until receipted. The bank side 
of the bank reconciliation will show the adjusted credit with its original date and all other 
transactions for the date of the current bank reconciliation  
 

+ The receipt for the adjusted transaction will be dated as at the date the receipt is finally 
processed, not the day it was credited to the trust account as receipts cannot be backdated in 
OnePractice. Add information about the actual date the funds were received in the narration if 
required (recommended) 
 

+ We recommend that there are no adjusted items at the end of the month 
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The example below (Figure 14) shows a printed trust account bank reconciliaDon with an adjusted item. 

 

 
 

Figure 14. 

 

Bank Reconcilia2ons Required Every day  
  
A bank reconciliaDon is required in OnePracDce for every calendar day of the month (including Saturday, 
Sunday and public holidays). 
 
If no transacDons have occurred in either the trust account and/or the IBD account for any given calendar 
day, then a blank bank reconciliaDon is needed. 
  
Some banks are now processing transacDons every day, so always check for transacDons on Saturdays, 
Sundays, and public holidays for both the trust account and the IBD account. Don’t assume that there will be 
no transacDons on these days. 
 
If there have been transacDons processed on a Saturday, Sunday or public holiday, then download the file 
from the bank and complete the standard bank reconciliaDon process for that day.  
 
NOTE: Do not create a blank reconciliaDon if transacDons are showing at the bank for any calendar day. 
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Crea<ng a Blank Reconcilia<on for Days with No Transac<ons 
 

1. On the Accounts Ribbon click ‘New’ in the ReconciliaDon secDon and choose the Ledger from the 
drop-down 
 

2. The closing balance will be the same as the opening balance (because there were no transacDons 
processed at the bank). Once this is typed in, the Create buJon will be highlighted 
 

3. Click ‘Create’ 
 

4. A message will appear saying the reconciliaDon is being created with no transacDons. Click ‘OK’ 
 

5. A reconciliaDon screen will open, select ‘Commit’ as there are no transacDons to reconcile 
 
The example below (Figure 15) shows a trust reconciliaDon with no transacDons. 
 
 

 
 

Figure 15. 
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Bank Reconcilia<on Tips 
 

Common Bank Statement Import Errors 
 

If the file with the wrong date is imported, an error message (Figure 16 below) will appear. If this error 
occurs, check that the correct file was selected and check that only the day being reconciled is included and 
not a date range. If this error persists, call the Help Desk on 03 339 5032. 
 
 

 
 

Figure 16 . 
 
 
If the bank file is not in the correct format required by OnePracDce, the error message below (Figure 17) will 
appear. 
 
 

 
 

Figure 17. 
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In the example below (Figure 18), the closing balance is incorrect. The error message advises the total of the 
transacDons posted in OnePracDce. Use this to check the closing balance. Add if posiDve or subtract if 
negaDve from the opening balance to check. 
 

 
 

Figure 18. 
 

 

Prin2ng 
 
A bank reconciliaDon can be reprinted for any day of any month by searching for it and double-clicking to 
open it (see Figure 19 below). From there select ‘Print’. Search back to any month using the single le[ arrow 
buJon, and use the double le[ arrow buJon to move back an enDre year. 
 

  
 

Figure 19. 

 

 

 

 

 

 
  

mailto:support@onelaw.co.nz
https://www.onelaw.co.nz/


 

 

16 
03 339 5032 | support@onelaw.co.nz | www.onelaw.co.nz 

Bank Reconcilia<on Manual 

Sor2ng Data 
 
Sort the order of any column in the bank reconciliaDon by clicking on the Dtle bar (see Figure 20 below). 
 

 
 

Figure 20. 
 
 

Edi2ng Transac2ons 

 
Any transacDon posted in OnePracDce can be edited if it is incorrect. The example below (Figure 21) shows a 
receipt posted incorrectly, so it won’t reconcile with the bank transacDon (top half) and the Reconcile buJon 
will not highlight. 
 

 
 

Figure 21. 
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To edit a transacDon, unDck it, then double-click on the receipt (boJom half) and click ‘Edit’ (see Figure 22 
below). 
 

 
 

Figure 22. 
 

 
Make the required changes, i.e. change the amount or any incorrect details (see Figure 23 below). Click ‘Save 
& Close’ and complete a reason for edit, and click ‘OK.’ 
 

 
 

Figure 23. 
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Dates of Transac2ons 
 

Only transacDons (receipts & payments) posted with the same date of the bank reconciliaDon will appear on 
the boJom half of the ReconciliaDon screen. If confident a transacDon has been posted, close out of the 
bank reconciliaDon and check on the client/maJer. If posted incorrectly, double-click the transacDon and edit 
it to the correct date, then go back into the bank reconciliaDon and the transacDons will be displayed. 
 

Cash Deposits 
 
If the firm has received cash, a Bank Deposit will need to be completed in OnePracDce for this to show on the 
bank reconciliaDon (boJom half). Be sure to create this banking on the day the cash was deposited at the 
bank, as this can be different to the receipt date. 
 
The steps and example below (Figure 24) show how to create a cash bank deposit on OnePracDce:  
 

1. Go to the Accounts Tab / Bank Deposits / New 
2. Enter the date deposited at the bank 
3. Click the green plus to select the cash receipt/receipts 

 

 
 

Figure 24. 
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Trust Requisi2ons 
 
Check for dra[ and authorised Receipt RequisiDons that have not been posted, but dated the same date or 
earlier than the bank reconciliaDon in the RequisiDons tab. These can posted from this screen. Double-click 
to open the RequisiDons to post. 
 
The example below (Figure 25) shows how to review receipt requisiDons not posted but dated the same date 
as the reconciliaDon. 
 

 
 

Figure 25. 
 
 

Dele2ng a CommiAed Bank Reconcilia2on - Trust and IBD 
 
The ability to delete a commiJed bank reconciliaDon is a specific permission that must be assigned to the 
individual’s role/s by the firm’s OnePracDce Administrator. 
 

+ A committed bank reconciliation can be deleted if needed 
 

+ The deleted bank reconciliation will show as deleted in the search field and who by 
 
+ If an error has been identified in a bank reconciliation on a prior day, all completed 

reconciliations after that date must be deleted first 
 

+ Once deleted the bank reconciliation process can be restarted again 
 
+ A bank reconciliation can only be deleted in the current month, this will not delete or reverse 

any of the transactions within OnePractice 
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+ If a batch update has been completed on these transactions this will set them as unreconciled 
but they will remain. Only unbatched and unreconciled transactions can be edited. A batch 
update cannot be reversed or deleted 

 
To delete a bank reconciliaDon, go to the Accounts tab / ReconciliaDon / Search (see Figure 26 below). 
Double-click on the reconciliaDon and click ‘Delete ReconciliaDon.’ Complete the reason for deleDng and click 
‘OK.’   
 

 
 

Figure 26. 
 

The example below (Figure 27) shows a deleted bank reconciliaDon that had been commiJed.  
 

 
 

Figure 27. 
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The Bank Reconcilia2on Report 
 
A printed bank reconciliaDon for the trust account will show: 
 

+ Cash Controls Summary for the month, when printed on the last day of the month (funds in and 
funds out) 
 

+ The closing balance of the trust bank balance 
 

+ If there are any Adjustments (unbanked deposits) 
 
A Trust TransacDons Report can be printed to compare against the cash control balances at the end of the 
month and to provide a breakdown of the individual transacDons. 
 
 

IBD Bank Reconcilia2on 
 

It is recommended that the OnePracDce IBD Ledger Balance report is printed to show the individual totals for 
on-call and term deposits. This should be compared with the individual client balance reports from the bank 
to ensure that individual IBD balances match, not just the total funds held on IBD.   
 
This comparison should be done regularly, and at least before Month End is run.   
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