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Background 

This document is part of a series that provides an overview of good practice procedures that should be 
followed and controls that should be applied in any financial management system. A brief description is 
given of their implementation Dimensions for Academies. Detailed process notes covering the 
implementation in Dimensions for Academies are also available. 

This is an overview of the principles of the bank reconciliation process with an indication of how the 
process works in Access Dimensions; it supplements detailed process notes that are available for most 
processes. 

The Bank  

Throughout the purchase to pay process there are procedures and controls to ensure that all orders for 
goods and services are correctly authorised and paid for and that the risk of internal fraud is minimised. 

Having paid suppliers and other recipients of the organisation’s cash, retrospective controls and checks 
must be in place to ensure that: 

 All transactions that have gone through the organisation’s banks account are legitimate. I.e. each 
transaction in the bank corresponds exactly to one that is in the accounting system. 

 Any transactions that are not related to a payment from the accounting system, for example bank 
charges, are entered in the accounting system. 

 All transactions have gone to the correct bank account 

The result will be absolute confidence that each and every transaction in the bank accounts corresponds 
exactly to one in the accounting system and vice versa. 

Only authorised people should have access to the accounting system’s cash book and reconciliation 
function. 

The process of checking that the two systems agree is called bank reconciliation and it forms an essential 
part of the bookkeeping and accounting process. 

Bank Reconciliation 

What is to be Achieved 

A bank reconciliation can be done at any point in order to check that the transactions going through the 
bank account have been correctly recorded on your accounting system. Usually, it is performed daily, 
weekly or monthly depending on the level of activity. 

At the very least, a bank reconciliation should be done at the end of each month. 

How we do It in Dimensions 

In the Financials section of Dimensions is the Cash Book option.  The bank account that needs to be 
reconciled is selected in this window and then the Reconcile option.   

The Reconciliation screen is split into 3 sections; the top 2 sections will show the transactions going through 
the cash book - the top section is the total of a transaction and the middle section will be the lines which 
make up those transaction totals. For example where a BACS run is made up of payments to a number of 
suppliers, the top section would show the total of that payment and the middle section would show all the 
individual suppliers paid and the amount paid to them. The bottom section is a selection panel can be used 
to narrow down what is shown by selecting various parameters such as date or period an also the manner 
in which the transactions are sorted, e.g. by date.   
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When the statement button is selected, the bottom section of the screen changes to show fields relating to 
information on the bank statement. This is where the date and balance from the actual bank statement are 
entered, along with a unique statement reference.   

By selecting the lines in the top panels which match the lines on the bank statement, the net result should 
be a Difference of zero at the bottom of the screen.  This means the cash book reconciles to the bank 
statement; the reconciliation can be saved and those lines selected will not appear on future 
reconciliations. If the difference is not zero, there are discrepancies between the statement and the cash 
book which need to be investigated and corrected so that the account balances. 

As Dimensions offers control over who is able to access which features of the cash book, the users who are 
able to perform a bank reconciliation can be restricted to only one or two users.   


