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Overview:  

This process is intended to simplify and streamline the bank reconciliation process in MDS by allowing 

you to upload a spreadsheet/text file of your bank statement and match the data to your existing MDS 

Check and Cash Batches. While all transactions in the statement may not match you can use this process 

to match the checks and cash deposits that are exact matches and or manually update which check they 

(your bank) is referencing.  

 

The format of the upload file is based upon the heading in the spreadsheet and the MDS system expects 

four key pieces of information per line DATE, AMOUNT, CHECKNO, DESC.  

These fields must be in row one to identify the column to upload. If not the column will be skipped.  

For your convenience you can click on the Template Button once in the program to download a sample 

spreadsheet with headings.  

If the check number is not available you can still upload the line but will manually match it.  

  

 

Examples above show deposits, checks and ach debits and credits. If you are using the MDS ACH transfer 

subsystem all of the transactions will appear on your bank reconciliation, if not you can enter those as 

Journal Entries manually during the reconciliation process.  

 

The Result of this process is the same as the standard bank reconciliation it only serves to help you in 

the matching and data entry portion of the program.  

 



Step 1. Uploading your data/spreadsheet  

Using the account reconciliation menu choose the option for bank reconciliation upload.  

 

Enter your company, bank number, fiscal period and the bank closing balance as per your general 

ledger. Then click on the camera to choose your file to upload.  

 



 

Once you have uploaded your file you will get a message telling you the system received it successfully 

and it will display the name on the screen. For simplicity’s sake please name you file with no spaces in 

the name.  (Note: click on the template button if you just want to get the headings for the 

upload/import)  

 



 

 

 

Select OK/END – (OR HIT F2) to process your file.  

 

This screen will display what was imported from the bank statement, in the event of errors in your 

upload 

An error report will be generated and you can start over again.  

This upload is only used to update the flags in the system and can be uploaded multiple times if need be.  

 

To select an item to clear, either click on the column for Cash Batch or Check# or enter the number to 

match to or choose inquiry to select the item from a drop down. \ 



 

 

In our example we have a check# 111111 for 100.00 that the bank says came in on 10/30/13 so it 

automatically matched and cleared that check.  

 

The “C” column now shows as Green to indicate that item has been cleared , please note this is the 

preliminary step and you can review and change in the next screen or update there.  

The second item is a cash batch from 10/30/15 for 10,000 dollars – note – this is dependent upon when 

your cash entry operator/ administrator ran the Cash Batch Update, so cash batch totals may not always 

easily tie out.  

Currently if you have multiple cash batches that tie to a single deposit line in the bank spreadsheet you 

cannot chose those in this maintenance but you can clear them on the next screen. The same is true if 

you have multiple deposit lines in your spreadsheet that tie to a single cash batch.  

 



 

 

Once you have matched all the deposits and credits on the screen.  

You can then click ok/end to process and review your bank reconciliation screen.  



 

The Checks cleared and deposits cleared (right side of screen) will give you a subtotal  

Of what was cleared already – you can go into this screen multiple times and save your information until 

you run the “Cleared and Outstanding Items Report” and answer Y** to clear and update them.  

 



 

 

 



  

 

We click on inquiry and select that check number to match the 100.00 and clear it.  

 

 

  

 


