Bank Reconciliation Manual

This manual is designed to help users understand bank
reconciliations in OnePractice.
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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 time.

Each calendar day needs to have an individual bank file when transactions have occurred. On the days when
no transactions are occurring in the account(s) a bank reconciliation still needs to be created, but there is no
file to download from the bank.

NOTE: All of the transactions for the day don’t need to be posted to the required matters before the bank
statement is imported. Create a bank reconciliation and keep it in progress by closing the bank reconciliation
screen. Come and go from the bank reconciliation as many times in a day as needed until completed and the
‘Commit’ button has been clicked. At this point, the bank reconciliation is finalised.

IBD (Interest Bearing Deposit) Ledger Reconciliation

1. Onthe Accounts ribbon click ‘New’ in the Reconciliation section (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 instructions below)

a

| Home Requisitions Documents OneCollect Tasks AML/

L el &S & & & B

New Search Update List New Jl Search New IBD IBD Process Import Periodic
IBD Deposit Withdraw Interest Interest

Bank Deposits Batch IReconcnhalnon! IBD

2 @) Create Reconciliatic
2 Ledger: Clarke Cooper Law IBD
Start Date: 3/04/2023
End Date: |
Opening Balance: $135,500.00
Closing Balance: reate (No Bank Transactions)

Statement file:
Import Cancel

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 transactions 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 location of the downloaded file from the bank, select it and click
‘Open.

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

downloaded) (see Figure 2 below). The bottom half of the screen displays the transactions posted in
OnePractice for the date of the bank reconciliation.

When a transaction, bank side or trust side, is selected by ticking the box, this transaction will
become highlighted in BLUE.

NOTE: By using the two buttons on the top right of the bank reconciliation screen, the view format

can be changed from vertical to horizontal which displays the bank transactions on the left and trust
transactions on the right.

G) Reconciliation

Trust Account: Clarke Cooper Law IBD

Date Range:  25/07/2024 g\ m

Summary Unreconciled ' Reconciled

O

Bank Transactions
Date Reference Particulars Amount Other Party Code
L] _credits - Credit
25/07/2024 3 $6,000,000.00 Clarke Cooper
[ ] 25/07/2024 3 $197,421.25 Clarke Cooper
] Debits - Debit
25/07/2024 3 ($1,495.00) Clarke Cooper
[] 25/07/2024 3 ($56,500.00) Clarke Cooper
Trust Entries
Reconcile A t I v
Date h Reference ; Particulars Amount Other Party Code
! Credits - Electronic
25/07/2024 1BD06-0899-00999888-033 $6,000,000.00 Dutton Family Trust
[] 25/07/2024 1BD06-0830-0772266-037 $197,421.25 Lester, Rosemary Anne Mrs (nee Smith)
[} Debits - Electronic
[] 25/07/2024 1BD12-1234-0123456-55 ($56,500.00) Jackson, Casey Ms
25/07/2024 18D06-0830-0112233-033 ($1,495.00) MA Family Trust

Figure 2.
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6. Match the transactions between these two sections. Tick the transactions on the bank side (top) and
the OnePractice side (bottom) (see Figure 3 below). Tick transactions one by one or tick the top box
to select all transactions. If the transactions balance between the top section and the bottom
section, the reconcile button in the middle of the screen will highlight, click this to reconcile the

selected transactions.

The transactions will be removed from this tab. View the reconciled IBD transactions in the
Reconciled tab. Reconcile all the IBD transactions (so that the screen is blank) but do not commit the
reconciliation. The Commit button is greyed out until all transactions are reconciled. When every
transaction in the Bank is reconciled with the data entry in OP, simply close out of the IBD
reconciliation.

Q Reconciliation O
Trust Account: Clarke Cooper Law IBD E DD

Date Range:  25/07/2024

Summary Unreconciled = Reconciled

Bank Transactions
Date Reference Particulars Amount Other Party Code
Credits - Credit
[v] 25/07/2024 3 $6,000,000.00 Clarke Cooper
25/07/2024 3 $197,421.25 Clarke Cooper
Debits - Debit
[w] 25/07/2024 3 ($1,495.00) Clarke Cooper
[v] 25/07/2024 3 ($56,500.00) Clarke Cooper
Trust Entries
[Reconcie]]|  Adjust 2
Date ’ Reference ' Particulars Amount Other Party Code
Credits - Electronic
[w] 25/07/2024 1BD06-0899-00999888-033 $6,000,000.00 Dutton Family Trust
[] 25/07/2024 1BD06-0830-0772266-037 $197,421.25 Lester, Rosemary Anne Mrs (nee Smith)
Debits - Electronic
[] 25/07/2024 I1BD12-1234-0123456-55 ($56,500.00) Jackson, Casey Ms
[v] 25/07/2024 1BD06-0830-0112233-033 ($1,495.00) MA Family Trust

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 reconciliation process, the transaction/s can be unreconciled. The example
below (Figure 4) shows how to undo reconciled transactions.

NOTE: If the transactions have been reconciled one by one, they will undo one by one. If transactions are
reconciled together, they will be undone together. If transactions need to be deleted, they must first be
unreconciled.

@) Recondiliation O

Trust Account: Clarke Cooper Law IBD

Date Range:  25/07/2024

Summary | Unreconciled ] Reconciled

Date Reference Particulars Amount Other Party Code
Credits - Credit
m 25/07/2024 3 $6,000,000.00 Clarke Cooper
(] 25/07/2024 3 $197,421.25 Clarke Cooper
Debits - Debit
[] 25/07/2024 3 ($1,495.00) Clarke Cooper
[(] 25/07/2024 3 ($56,500.00) Clarke Cooper

Figure 4.
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Double-click on a transaction posted in OnePractice (bottom half of screen) to delete it if it has been posted
incorrectly. IBD transactions cannot be edited.

The example below (Figure 5) shows how to delete an IBD transaction posted by double-clicking on the
transaction.

Bank Transactions

Oate feterence Partcutars Amourt Other Party ce e
Credits - Credit
ov/202) 80
/202 © s
¥ Debits - Devit 5}
v 04/202 & . w wal
- 16
Narrston Funds Outts)  Funds n(S)
p o Dep $1601.37
1 Eries
Adat
e Reterenc unt  Other Party st Burunciions
Lisdas . Blectionic. Date Type Narmation Funds Owt(S)  Funds ()
& v . g e rew e | 04 " arke Cooper Law 18D Cat De s
Debits - Llectronic
o420 55 e
T
Detete Reconcikaton Unreconciler Close
Figure 5.
@) Reconciliation O
Trust Account: Clarke Cooper Law IBD E‘ @
Date Range:  25/07/2024 =
Summary Unreconciled | Reconciled
Bank Transactions
Date Reference Particulars Amount Other Party Code
L) credits - Credit
] 25/07/2024 3 $6,000,000.00 Clarke Cooper
[] 25/07/2024 3 $197,421.25 Clarke Cooper
L)' Debits - Debit
[7] 25/07/2024 3 ($1,495.00) Clarke Cooper
[C] 25/07/2024 3 ($56,500.00) Clarke Cooper
Trust Entries
Date Reference Particulars Amount Other Party Code

1 Credits - Electronic

] 25/07/2024 1BD06-0899-00999888-033 $6,000,000.00 Dutton Family Trust
[] 25/07/2024 1BD06-0830-0772266-037 $197,421.25 Lester, Rosemary Anne Mrs (nee Smith)
[} Debits - Electronic
] 25/07/2024 1BD12-1234-0123456-55 (856,500.00) Jackson, Casey Ms
] 25/07/2024 1BD06-0830-0112233-033 ($1,495.00) MA Family Trust

Delete Reconciliation I

Unreconciler Close

Figure 6.
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A reconciliation can be deleted at any time if it has not been committed. This will not delete the transactions
posted. The bank file can then be imported again and started from fresh.

To close out of the Reconciliation window at any time click the ‘X’ on the top right-hand side of the screen
(Figure 7 below). This will not delete the Reconciliation but will leave it set as ‘In Progress.

On closing, the reconciliation will be sitting in the list with ‘In Progress’ next to it (see Figure 7 below). To
reopen the reconciliation at any time double-click on it. This will allow work to continue on the reconciliation
throughout the day.

weCollect Tasks AMUCFT Adrminsts ation
B & & @ & '; ; R ) [
(ST | _(j XS (] o)
80 180 Process Import Penod Full New Search Float Float RWT Float Process
Depost Withdraw Interest Interest Withdrawal Recept Payment Payment Enquery

8C Third Party Costs Firm & GL Month End

ount: Clarke Cooper Law 18D

3/04/2023

Summary Unreconcled  Reconciled

Bank Transactions
Reterence Particutars Amount Other Party Code Type
180 $50,00000 Deposit Credit
18D $1,601,37657  Est PA Rogers Credit
3/04/202 80 $5,000.00) Part Withdrawal Debit
Trust Entries
Reterence Particulars Amount  Other Party Code Type
BD1002 $1,601,376.57 Rogers, Peter Andrew Estate Mr Electror
BD1001 $50,000.00 Mouse, Mickey Sebastian Electror

805001 $5,000.00) Bob Brothers Electror

[ Detete Reconaikation [ Unreconciter Close

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

Trust Account: Clarke Cooper Law I1BD

Date Range: 3/04/2023

Summary Reconciled

Bank Transactions
Date Reference Particulars Amount Other Party Code Type
Trust Entries
Date Reference Particulars Amount Other Party Code Type
Delete Reconciliation t Close
Figure 8.

NOTE: A copy of the bank reconciliation can be printed after it has been committed. Click the ‘Print’ button.
Any bank reconciliation can be reprinted at any time, locate the required reconciliation, 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 OnePractice before starting the bank reconciliation for that day.

Ensure that the banking system has been checked before proceeding to commit any IBD bank reconciliation.
It is possible to get caught out if nothing has happened in the IBD account during the month and blank bank
reconciliations are regularly being created using the ‘Create (no bank transactions).
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Trust Account Ledger Reconciliation

Once the IBD bank reconciliation is balanced but not committed, start the bank reconciliation for the trust
account.

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

Home Requisitions Documents OneCollect Tasks

i
. P a4 4 4 P
T Qe o
— hﬁa N
lew Search Update List New eavch IBD IBD Process Import

~ Deposit Withdraw Interest Int
ank Deposits | Batch IBD
@) Create Reconciliatior
Ledger: Clarke Cooper Law Trust -
Start Date: 3/04/2023
End Date: [
Opening Balance: $1,552,297.94
Closing Balance: reate (No Bank Transactions)
Statement file: | Browse...

Figure 9.
2. Type in the closing balance of the trust account at the bank

3. Click ‘Browse’ and navigate to the location 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 transactions. Tick the transactions on the bank side (top) and the OnePractice
side (bottom) (see Figure 10 below)

Tick transactions one by one or tick the top box to select all transactions. If the transactions balance
between the top section and the bottom section, the Reconcile button in the middle of the screen
will highlight, tick this to reconcile the selected transactions.

The transactions will be removed from this tab, view the Reconciled trust transactions in the
Reconciled tab. The Commit button is greyed out until all transactions are reconciled.

NOTE: Match transactions either one at a time or in batches to reconcile. The Reconcile button will not
highlight if the transactions don’t equal the same total between the two sections.
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Trust Account: Clarke Cooper Law Trust

Date Range:

3/04/2023

Summary Reconciled

Bank Transactions
Date Reference Particulars Amount Other Party Code Type
[ Credits - Credit
[ 3/04/2023 AJ Carmichael B € $2,300.00 1020.1 Credit
[0 3/04/2023 on account of cost $2500 Max Goodwin 10032 Credit
[ 3/04/2023 Dividend of shares $365.79  Air New Zealand Credit
[ 3/04/2023 Settlement Funds ~ $1,290,000.00  Reekie Law Ltd Credit
[J 3/04/2023 Quartzcash contri  $55,000.00 1026.2 Credit
[ 3/04/2023 Loan Advance Qu: ~ $3,000,000.00 Westpac Credit
[J 3/04/2023 1019.1 18D $5,000.00  IBD withdrawal Credit
3/04/2023 Tax refund Estate | 125068 _Inland Revenue Department NZ Credit
I ] 3/04/2023 proceeds of accou  $1,600,125.89  BNZ Auckland Credit |
1" Debits - Debit
[ 3/04/2023 AT (§5,000.00)  CC Office account Debit
[ 3/04/2023 settlement purcha ($3,002,050.00) ~ Five Start Law Debit
[ 3/04/2023 call deposit 1008.1  (§50,000.00) BD deposit Debit
Trust Entries Requisitions
e g 5
Date Reference Particulars Amount Other Party Code Type
' credits - Electronic
[ 3/04/2023 18D5001 $5,000.00 Bob Brothers Electronic
[ 3/04/2023 233 $55,000.00 Raymond Murray & Rachel Maree Quartz Electronic
[ 3/04/2023 232 $1,250,68 Inland Revenue Department Electronic
| &2 31042023 231 $1,600,125.89 BNZ Electronic |
[ 3/04/2023 230 $3,000,000.00 Westpac Electronic
[ 3/04/2023 229 $55,000.00 Quartz Raymond Murray & Rachel Maree Electronic
[T Debits - Electronic
[ 3/04/2023 18D1002 (§1,601,376.57) Rogers, Peter Andrew Estate Mr Electronic
1BD1001 (§50,000.00) Mouse, Mickey Sebastian Electronic
212 (§55,000.00) Raymond Murray & Rachel Maree Quartz Electronic
Figure 10.

Unreconciler Commit

onelaw

Print

Close

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

Q Reconciliation

Trust Account: Clarke Cooper Law Trust

Date Range:  22/07/2024
Summary Unreconciled | Reconciled (9} nciliation
Date Reference Warning: There are more ledger-side transactions than bank-side transactions. You should
= check to make sure that you haven't erroneously selected off-setting transactions on the
22/07/2024 §.  ledger side in this reconciliation.
22/07/2024
22/07/2024 Continue and reconcile these transactions?
[0 22/07/2024
[ 22/07/2024 Yes |[ No
| [l Debits - Debit
gl 22/07/2024 Distribution Dutto _($5,000, @EE Euttong I
22/07/2024 Distribution Dutto ($5,000,000.00) Dutton B
[] 22/07/2024 FIT ($25,000.00) CC Law Office account
Trust Entries Requisitions
f =
Date : Reference Particulars Amount Other Party
[ 22/07/2024 00617 $1,512.50 Halle Maria Berry
[ 22/07/2024 00616 $1,036.25 Jessica Marie Alba
i ] Debits - Electronic
[vw] 22/0772024 237 ($2,500,000.00) Kayce Dutton
‘ [V] 22/07/2024 236 ($2,500,000.00) Kayce Dutton
[0 22/07/2024 235 ($5,000,000.00) Beth Dutton
[ 22/07/2024 234 ($5,000,000.00) Kayce Dutton
22/07/2024 ($25,000.00) Clark Cooper Law Office account

|| Delete Reconciliation
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Receipts can be posted from within the Bank Reconciliation screen. To do this, select the transactions in the
bank section (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 reconciliation.

o]
Trust Account: Clarke Cooper Law Trust
Date Range:  3/04/2023

Summary Unreconciled ~Reconciled

Bank Transactions
Date Reference Particulars Amount Other Party Code Type
LI_credits - credit
[v] 3/04/2023 AJ Carmichael B € $230000 1020.1 Credit |
[ 3/04/2023 onaccountofcos | @)
[ 3/0472023 Dividend of share<
Financial Summary
[ 3/04/2023 Settlement Funds $1 Client: ‘ 8 v
[ 3/0472023 Quartz cash contri — &[]
[ 3/04/2023 Loan Advance Qui  §2
[ 3/04/2023 1019.1 18D IDate: [ [ II Use Today's Date Select a matter
0 3/0472023 Tax refund Estate | )
Reference: (leave blank for auto receipt number)
[ 3/0472023 proceeds of accou $1
[] Debits - Debit (] Red Flag [_] International
O 3/04r2023 AT JFoncs Type: Electronic ]
L: 3/04/2023 settlement purcha ($3,
O s/oaz0 callGeposit 10081 ( StétementInfo:  AJ Carmichael B Smith payment of costs - 1020.1 -
Trust Entries Requisitions Receipt From: | JE ) [ Affiiate with Client
Adjust \I Create Matching Receipt |v| Narration:
Date Reference Particulars
[ credits - Electronic
[0 3/04/2023 1BD5001 | ¥
[] 3/04/2023 233 Managed Docs:
[ 3/04/2023 232
[ 3/0472023 231
[] 3/0472023 230 )
0 avoa02 S0 [ Print after saving Save & New || Save & Copy || Save & Close || Cancel |
[ Debits - Electronic
O] 3/0472023 1801002 ($1,601,376.57) Rogers, Peter Andrew Estate Mr Electronic
[] 3/04r2023 1801001 (§50,000.00) Mouse, Mickey Sebastian Electronic
[ 3/0472023 212 ($55,000.00) Raymond Murray & Rachel Maree Quartz Electronic

| Delete Reconiliation Unreconciler || Com " Close

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 adjusting entry to complete the bank reconciliation for the day being
reconciled. This will enable that bank entry to be carried forward to the next day’s bank reconciliation.

Any adjusted bank transactions will continue to show in the bank reconciliation for consecutive days until a
trust receipt is completed.
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To create an adjusting entry, select the bank transaction and click ‘Adjust’ (see Figure 13 below). Type in the
reason to explain why this transaction is being adjusted (carried or held are other terms used for this). Click
‘OK. Any transactions that are adjusted will display in the summary on the bank reconciliation as deposits
not receipted (the items will reappear on the next day’s bank reconciliation).

G”, ciliatic a

Trust Account: Clarke Cooper Law Trust
Date Range:  3/04/2023

Summary | Unreconciled | Reconciled

Bank Transactions
Date Reference Particulars Amount Other Party Code Type
[ credits - credit
[] 3/04/2023 AJ Carmichael BJ ¢ $2,300.00 1020.1 Credit
\:\ 3/04/2023 on account of cos? $25.00 Max Goodwin 1003.2 Credil
I 3/04/2023 Dividend of shares $365.79  Air New Zealand I Credit
[] 3/04/2023 @ Adjusting Entry Reaso ' ) Credil
] 3/04/2023 . Credit
[ 3/04/2023 Please enter the reason for this adjusting entry Credit
[0 3/04/2023 IReceipting details not yet provided Credit
[] 3/04/2023 Credil
[] 3/04/2023 Credit
~‘ Current user: jmc I OK I | Cancel | ‘
Trust Entries _—
Reconcile I Adjust I{ Create Matching Receipt |'J
Date h Referenée Particulars Amount Other Party Code Type
O Credits - Electronic
[] 3/04/2023 1BD5001 $5,000.00 Bob Brothers Elect
[:] 3/04/2023 233 $55,000.00 Raymond Murray & Rachel Maree Quartz Elect
[ 3/04/2023 232 $1,250.68 Inland Revenue Department Elect
[ 3/04/2023 231 $1,600,125.89 BNZ Elect
[ 3/04/2023 230 $3,000,000.00 Westpac Elect
[ 3/04/2023 229 $55,000.00 Quartz Raymond Murray & Rachel Maree Elect y
[ Peteta Racanciliation | [Minrecanciter || Commit print U Cloca |
Figure 13.

The Adjusted item will print with the reason on the bank reconciliation.

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 reconciliation with an adjusted item.

@ Bank Reconciliation & Cash Control Summary
Bank Account : Clarke Cooper Law Trust

Date Range : 29/08/2023 - 29/08/2023

Cash Control Summary - Month to Date for August 2023

Opening Cash Control Balance for August 2023 3,237,967.82
Plus Funds In for August 2023 34,756.80
Less Funds Out for August 2023 40,000.00

Closing Cash Control Balance for August 2023 3,312,724.62

Bank Reconciliation

Bank Summary

Opening Bank Balance - 29/08/2023 3,312,724.62
Bank Deposits 1,150.00
Bank Withdrawals 0.00

Closing Bank Balance - 29/08/2023 3,313,874.62

Adjustments to Closing Bank Balance

Unreconciled Bank Transactions

29/08/2023  Unknown Deposit waiting for receipting details 1,150.00

Less Unreconciled Bank Transactions (1,150.00)

u iled Ledger T

Adjusted Bank Balance 3,312,724.62

Ledger Balance 3,312,724.62
Figure 14.

Bank Reconciliations Required Every day

A bank reconciliation is required in OnePractice for every calendar day of the month (including Saturday,
Sunday and public holidays).

If no transactions have occurred in either the trust account and/or the IBD account for any given calendar
day, then a blank bank reconciliation is needed.

Some banks are now processing transactions every day, so always check for transactions on Saturdays,
Sundays, and public holidays for both the trust account and the IBD account. Don’t assume that there will be

no transactions on these days.

If there have been transactions processed on a Saturday, Sunday or public holiday, then download the file
from the bank and complete the standard bank reconciliation process for that day.

NOTE: Do not create a blank reconciliation if transactions are showing at the bank for any calendar day.
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Creating a Blank Reconciliation for Days with No Transactions

1. Onthe Accounts Ribbon click ‘New’ in the Reconciliation section and choose the Ledger from the
drop-down

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

3. Click ‘Create’
4. A message will appear saying the reconciliation is being created with no transactions. Click ‘OK’

5. Areconciliation screen will open, select ‘Commit’ as there are no transactions to reconcile

The example below (Figure 15) shows a trust reconciliation with no transactions.

Home Requisitions Documents OneCollect Tasks AML/CFT Administration

- . - e @B A A A a4 -
- . £33 B e = = A "
L aefheece & & 5% 5
R Yy P o i o @ B el oA A Wl a
New Search Update List New [JSearch New IBD IBD Process Import Periodic Full New Search Float Float RWT Float hart of | Proa
IBD ~ Deposit Withdraw Interest Interest Withdrawal Receipt Payment Payment Enquiry A t
Bank Deposits Batch Reconciliations IBD Third Party Costs Firm & GL Mont
o]
3
= @ Creoter
Ledger: Clarke Cooper Law Trust pe
Start Date: 3/04/2023
End Date: |
Opening Balance: $1,552.297.94 @) New Bank Recon
Closing Balance: $1,552,297.94 I Create I(No Bank Transactions)
l A reconciliation is being created with no bank transactions.
Statement file: | Browse.. &
—

Figure 15.
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Bank Reconciliation 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.

Q:E"'E:E'Z"

Ledger: Clarke Cooper Law I1BD "

Start Date: 3/04/2023

End Date: I

i G)» Bank Reconciliation - Import Statement
Opening Balance: $135,500.00
Closing Balance: $2,847,938.70 reat (No Bank Transactions) Q Some of the transactions in the imported file were outside the selected
heck the correct data was exported

Statement file: C:\Users\Jo\OneDrive - OneLaw Ltd\Desktop\Banks\3.2 16 July.qif | Browse..

Import Cancel OK

Figure 16.

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

appear.
Ledger: Clarke Cooper Law Trust -
Start Date: 3/04/2023
End Date: I
_ Q» Bank Reconciliation - Import Statement :
Opening Balance: $1,552,297.94 |

Closing Balance: $2,847,938.73 reate (No Bank Transactions) e There was a problem with thgfformat of the CSVfile on line(s) 1, the

reconciliation was not created
Statement file: C:\Users\Jo\OneDrive - OneLaw Ltd\Desktop\Banks\TMQ20Dec2018.csv/| Browse..

Import Cancel OK

Figure 17.

QnelaW Bank Reconciliation Manual 14

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



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

onelaw

In the example below (Figure 18), the closing balance is incorrect. The error message advises the total of the
transactions posted in OnePractice. Use this to check the closing balance. Add if positive or subtract if

negative from the opening balance to check.

@) Create Reconciliation
Ledger: Clarke Cooper Law IBD ~
Start Date: 3/04/2023
End Date: [
Opening Balance: $135,500.00 @ Create Reconcilatior < 1
Closing Balance: reate (No Bank Transactions) = The sum of the transactions imported doesg'Lmatch the difference
Statement file: C:\Users\Jo\OneDrive - OneLaw Ltd\Desktop\Banks\03 April Trust 2023.qif %mg:::::;m::;ﬁ 8.70.

Import Cancel t

Figure 18.

Printing

A bank reconciliation 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 left arrow

button, and use the double left arrow button to move back an entire year.

N
i Home Requisitions Documents OneC¢
J “a /' a a4 4

] 3 .
AN = L o i G
New Search Update List Newf] Search | New IBD IBD

IBD  Deposit Withdraw

Bank Deposits Batch Recondiliations
% Reconciliation List
=
2 W] vemn ][] @ meo
From To Status
31/03/2023 31/03/2023 Finalised
0/03/20 0/03/20 inalised
29/03/2023 29/03/2023 Finalised
22/N02/70172 2R/02/70172 Finalicad
Figure 19.
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Sorting Data

Sort the order of any column in the bank reconciliation by clicking on the title bar (see Figure 20 below).

Trust Account: Clarke Cooper Law Trust
Date Range:  3/04/2023
Summary | Unreconciled | Reconciled

Bank Transactions

Date Reference Particulars int | Other Party Code Type
] Debits - Debit
[ 3/04/2023 settlement purcha (§3,002,050.00)  Five Start Law Debit
[ 3/04/2023 1032.1 Est PARog: (§1,601,37657) 18D call deposit New Debit
[ 3/04/2023 call deposit 10081 (§50,000.00)  1BD deposit Debit
[ 3/04/2023 FIT (§5,000.00)  CC Office account Debit
[ credits - Credit
[ 3/04/2023 on account of cost $25.00 Max Goodwin 10032 Credit
[0 3/04/2023 Dividend of shares $365.79  Air New Zealand Credit
[0 3/04/2023 Tax refund Estate f $1,250.68  Inland Revenue Department NZ Credit
[ 3/04/2023 AJ Carmichael B) ¢ $2,300.00 10201 Credit
[ 3/04/2023 1019.1 18D $5,000.00 18D withdrawal Credit
[ 3/04/2023 Quartzcash contri $55,000.00 10262 Credit
[ 3/04/2023 Settlement Funds ~ $1,290,000.00 Reekie Law Ltd Credit
[ 3/04/2023 proceeds of accou  $1,600,125.89  BNZ Auckland Credit
Trust Entries Requisitions
Reconcile Adjust Create Matching >
Date Reference Particulars Code Type
" Credits - Etectronic
[ 3/04/2023 230 $3,000,000.00 Westpac Electronic
[ 3/04/2023 21 $1,600,125.89 BNZ Electronic
[ 3/04/2023 229 $55,000.00 Quartz Raymond Murray & Rachel Maree Electronic
[ 3/04/2023 233 $55,000.00 Raymond Murray & Rachel Maree Quartz Electronic
[ 3/04/2023 1BD5001 $5,000.00 Bob Brothers Electronic
[ 3/04/2023 232 $1,250.68 Inland Revenue Department Electronic
) Debits - Etectronic
[ 3/04/2023 (§5,000.00) CC office account Electronic
[ 3/04/2023 18D1001 (§50,000.00) Mouse, Mickey Sebastian Electronic
O

3/04/2023 212 ($55,000.00) Raymond Murray & Rachel Maree Quartz Electronic

Figure 20.

Editing Transactions

Any transaction posted in OnePractice 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 transaction (top half) and the Reconcile button
will not highlight.

Trust Account: Clarke Cooper Law Trust
Date Range: ~ 3/04/2023
Summary Unreconciled | Reconciled

Bank Transactions

Date Reference Particulars “Amount | Other Party
[’ Debits - Debit
[ 3/04/2023 settlement purcha  (§3,002,050.00)  Five Start Law
[ 3/04/2023 10321 Est PARog: ($1,601,376.57) 1B call deposit New
O 3/04/2023 call deposit 10081 (§50,000.00) IBD deposit
[ 3/04/2023 AT (85,00000)  CC Office account
[ credits - Credit
[ 13/04/2023 on account of cost $2500 Max Goodwin 10032
O 3/04/2023 Dividend of shares $365.79  Air New Zealand
3/04/2023 Tax refund Estate | Inland Revenue Department NZ
[ 3/04/2023 AJCarmichael BJS  $230000 10201
Trust Entries Requisitions
Adjust || Create Matching Receipt |~
Date Reference Particulars “Amount Other Party
O Credits - Electronic
O] 13/04/2023 230 $3,000,000.00 Westpac
[ 3/04/2023 231 $1,600,125.89 BNZ
O 3/04/2023 229 $55,000.00 Quartz Raymond Murray & Rachel Maree
O 3/04/2023 233 $55,000.00 Raymond Murray & Rachel Maree Quartz
[ 3/04/2023 1BD5001 $5,000.00 Bob Brothers
3/04/2023 232 land Revenue Department

Delete Reconciliation Unreconciler

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

Trust Account: Clarke Cooper Law Trust

Date Range:  3/04/2023 @ Trust Rece
N . Financial Summary
Summary | Unreconciled | Reconciled | Client: 1032 - Rogers, Peter Andrew Estate Mr - ¢/- P O Box 55, Wellington o
,Bank U Matter: 1 - Estate Administration Trust 018
Date Reference Particulars Amount  Of o T VBVg’ © 372‘2(7)
3 ' [ 1,601,376.
B Debits- Debit Date: | Use Today's Date oL i
[ 3/04/2023 settlement purcha ($3,002,050.00) Fiv Reference: 232 Estimate 0.00
TPC 0.00
3/04/2023 1032.1 Est PARog: ($1,601,376.57) IBL
U J | Amount: 5125086 | Red Flag International B ey
[ 3/04/2023 call deposit 1008.1 ($50,000.00) 1BL
[] 3/04/2023 FIT ($5,000.00) CQ Funds Type: Electronic
O — =
et Credit Receipt From: Inland Revenue Department x Affiliate with Client
[ 3/04/2023 on account of cost $2500 M
[ 3/04/2023 Dividend of shares $365.79 Air Narration: tax refund
[ 3/04/2023 Tax refund Estate f $1,250.68 Inl
[] 3/04/2023 AJ Carmichael BJ ¢ $2,300.00 10,
Batch Number: Not yet batched
Trust Entries. Requisitions
— Reconciled: Not yet reconciled
Reconcile Adjust Create Matching Receipt |¥
Date Reference Particulars Amount O

Managed Docs:
[ credits - Electronic

[] 3/04/2023 230 $3,000,000.00 W
[] 3/04/2023 231 $1,600,125.89 B
[ 3/04/2023 229 $55,000.00 Qi Created by Jo Maree Cleminson on 5 Apr, posted by Jo Maree Cleminson the same day.
[J 3/04/2023 233 $55,000.00 Re “ applyto AR | Edit || Delete “ Close ‘
[ 3/04/2023 1BD5001 S 0 Bow urvums e
[] 3/04/2023 232 inland Revenue Department Elect ‘
—_ ,
Delete Reconciliation Unreconciler Commit Print Close

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.

Financial Summary

Client: 1032 - Rogers, Peter Andrew Estate Mr - ¢/- P O Box 55, Wellingt...l l 1032.1
Matter: 1 - Estate Administration [ l Trust 0.18
wip 0.00
Date: 3/04/2023 [] Use Today's Date 1BD 1,601,376.57
AR 0.00
Reference: 232 (leave blank for auto receipt number) Estimate 0.00
TPC 0.00
Amount: 51,250.68I ["] Red Flag [] International Headroom 0.00
Funds Type: Electn ﬁ) Trust Receipt
Receipt From: Inland| Enter the reason this receipt is being edited
Correct amount posted incorrectly
Narration: tax re|
Current user: jmc | OK I[ Cancel | { :
L |
Managed Docs:
|

Created by Jo Maree Cleminson on 5 Apr, posted by Jo Maree Cleminson the same day. |

(] print atte saving ‘ ce [ cancel ||

Figure 23.
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Dates of Transactions

Only transactions (receipts & payments) posted with the same date of the bank reconciliation will appear on
the bottom half of the Reconciliation screen. If confident a transaction has been posted, close out of the
bank reconciliation and check on the client/matter. If posted incorrectly, double-click the transaction and edit
it to the correct date, then go back into the bank reconciliation and the transactions will be displayed.

Cash Deposits

If the firm has received cash, a Bank Deposit will need to be completed in OnePractice for this to show on the
bank reconciliation (bottom 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 OnePractice:

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

Home Requisitions Documents OneCollect Tasks AML/CFT Administration

. e s m | & 4 4 & @ o _Ii _ii i n B

M S M S J.E% S U I i 3 < DS o O WD
WT

¥

New [pearch Update List New Search New IBD IBD Process Import Periodic Full New Search Float Float R!
IBD Deposit Withdraw Interest Interest Withdrawal Receipt Payment Payment
Batch Reconciliations IBD Third Party Costs Firm & G
QE:"E:—‘»Z:'-::' O X
Details
Ledger:  Clarke Cooper Law Trust ¥ | Bank reference:
1
IDate: [14/04/2023 [53) Createdby:  JMC
Receipts
Select receipts to deposit E (%]
Funds Type Received From Reference Narration Amount

Total:

Figure 24.
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Trust Requisitions

Check for draft and authorised Receipt Requisitions that have not been posted, but dated the same date or
earlier than the bank reconciliation in the Requisitions tab. These can posted from this screen. Double-click
to open the Requisitions to post.

The example below (Figure 25) shows how to review receipt requisitions not posted but dated the same date
as the reconciliation.

Trust Account: Clarke Cooper Law Trust
Date Range: ~ 3/04/2023
Summary Unreconciled | Reconciled

Bank Trancactiane

Date Reference Particulars Amount Other Party
] Its - Credi Financial Summary
Credits - Credit Client: 1020 - Carmichael Andrew James, Smith Brittany Jayne
[ 3/04/2023 AJ Carmichael BJ ¢ $230000 10201 10201
[ 3/04/2023 on account of cost $25.00 Max Goodwin 10032 Matter: 1 - Sale 55 Green Haven Lane to BK Lane Trust * 230000)
) wip 44000
[ 3/04/2023 Dividend of shares $365.79  Air New Zealand oate [ov205  [i2]] [ Use Today's ate 180 000
[ 3/04/2023 Settlement Funds ~ $1,20,000.00  Reekie Law Ltd AR 230000
[ 3/04/2023 Quartzcashcontri $55,00000 10262 Reference: DRAFT Semate o
[ 3/04/2023 Loan Advance Qui  $3,000,000.00 Westpac pan— $2.30000 —— Headroom 000
[ 3/04/2023 1019.1 18D $5,00000 18D withdrawal
[ 3/04/2023 Tax refund Estate §1,25068  Inland Revenue Department NZ Funds Type: Electronic
[ 3/04/2023 proceeds of accou  $1,600,125.89  BNZ Auckland Receipt From: 1020 - Carmichael Andrew James, Smith Brittany Jayne x
] Debits - Debit
Payment of cost:
ion: ayment of costs
[ 3/04/2023 FIT ($5,00000)  CC Office account LAicL v
[ 3/04/2023 settlement purcha (§3,002,050.00) ~ Five Start Law
[ 3/04/2023 call deposit 1008.1  ($50,000.00) 1D deposit
Requisition Note:
Trust ntries
Date Reference Particulars Amount Other Party & putoniEne
Credits - Electronic )
3/04/2023 DRAFT $2,300.00 Carmichael Andrew James, Smith Brittany Jayne Authority to use for costs
Batch Number:  Not yet batched
Reconciled: Not yet reconciled
Managed Docs:
Created & sent by Jo Maree Cleminson on 11 Apr.
History || post f[ Eat |[ Deete |[ ciose |

Figure 25.

Deleting a Committed Bank Reconciliation - Trust and IBD

The ability to delete a committed bank reconciliation is a specific permission that must be assigned to the
individual’s role/s by the firm’s OnePractice 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 reconciliation, go to the Accounts tab / Reconciliation / Search (see Figure 26 below).
Double-click on the reconciliation and click ‘Delete Reconciliation.” Complete the reason for deleting and click

‘0K’

« || «| ap2o3 [ » | » | ¥ Tust ¥ieD
From To Status o
Clarke Cooper Law Trust Trust Account: Clarke Cooper Law Trust
2/04/2023 2/04/2023 Finalised DateRange:  2/04/2023
1/0472023 1/0472023 Finalised
Clarke Cooper Law 18D Summary | Summary | Unreconciled | Reconciled
3/04/2023 3/04/2023 In Progress Reconciliation Activity
2/04/2023 Finalised Trust Account Bank Account
10472023 Finalised
34 $1,552297.94

Opening Balance: $1,55229
Funds In $0.0¢ 0.

Out $0.00 $0.0

Closing Balance: 155220794 $1,552.297.94
Difference in Closing Balance: $0.00

Adjustments to Reconciliation

Bank Transactions

Difference Explained: $0.00
[(oeeemeconcmmon |
Figure 26.

0]

Enter the reason for deleting this reconciliation
o comect eceint posted o ncorrectcent

— =

Unreconciler [ pint |[ close

The example below (Figure 27) shows a deleted bank reconciliation that had been committed.
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Figure 27.

www.onelaw.co.nz

AN > & & & & 0% &

New Search Update List New Search New . IBD 1BD Process Import Periodic Full New Search
IBD Deposit Withdraw Interest Interest Withdrawal

Bank Deposits Batch IBD Third Party Costs
g Reconciliation List
2 [« [ ] w20z [»][m] & Tust 180

From To Status

Clarke Cooper Law Trust

31/03/2023 31/03/2023 Finalised

30/03/2023 30/03/2023 Finalised

29/03/2023 29/03/2023 Finalised

28/03/2023 28/03/2023 Finalised

:7‘%“2}3 22403/2023 Finali

27/03/2023 27/03/2023 Deleted by JMC on 28/03/2023 8:59:33 AM - have transactions on 27 I

/0372023 20/03/2023 Pinanseq

25/03/2023 25/03/2023 Finalised

24/03/2023 24/03/2023 Finalised

23/03/2023 23/03/2023 Finalised
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The Bank Reconciliation Report

A printed bank reconciliation 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 Transactions 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 transactions.

IBD Bank Reconciliation

It is recommended that the OnePractice 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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