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Bank Reconciliation Process

Bank reconciliation is the process to 
confirm that all the transactions in your 
bank account are recorded in your 
business account records.

Carisma Solutions confidential. Please do not distribute. ​

What is Bank Reconciliation ? 



Xero Dashboard

▪ Dashboard shows the 
number of Bank Accounts 
of the client.

▪ Each Bank account 
shows the number of 
transactions that are yet to 
be reconciled.
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Types of Accounts :

The types of Accounts that can be added in Xero Dashboard,

▪ Business Account

▪ Saving Account

▪ Paypal Account – (Different Account for each currency)

▪ Stripe Account 

▪ Cash/ Petty cash/ undeposited Account if any.

▪ Prepaid Card  - ( For staff if any)

▪ Trust Account

▪ Loan Account

▪ Expenses Claims

▪ Bills you need to pay

▪ Invoice owned to you

▪ Account watchlist ( To track particular expenses or Liability Account)

▪ Cash Flow
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▪ Bank transactions are imported from 
their bank account via bank feeds or they 
are manually imported. 

▪ Transactions are created in Xero, these 
could be invoices, bills, expenses or cash 
transactions.

▪ It is the process of matching each Bank 
transactions with the existing transaction 
or create a transaction during the 
reconciliation process.
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Bank transfer is reconciled within banks > reconcile the inter bank transaction statement lines from both the banks. Make sure to refresh the 

page before reconciling.
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Transfer

Discuss

This tab is used when you are unsure about the transaction or when enough details are not mentioned. We can ask the query for the 

transaction to the client, as the client also uses it to reply. 



▪ Check previous records and find if they are new 

or existing suppliers and customers.

▪ Search for the supplier or customer name > If it 

is a new invoice or bill, we can create as new bills / 

new invoices. 

▪ We can view the previous bills and invoices to 

find out the GL and Tax type.
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▪ Bank Statement is used to search and 
find the particular amount, name, etc of 
the Bank statement line.

▪ Find and Match is been accessed to find 
other possible matches such as amount, 
invoice number, bill number, etc.

▪ Bank rule is created for the transactions 
that fall under the similar category  with or 
without same amount such as 
Subscription & membership, sales, etc.
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▪ The find and match is used when invoices or bills are being processed.

▪ Bills once processed will move to awaiting payments. These bills/ invoices will show up as an option to be matched with the respective             

transaction.

▪ Other currency Bills or invoices can also be reconciled with the statement 

      line by using Find & Match. 

▪ Check the date, amount, contact and invoice number of the transactions.
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Find & Match
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▪ This option is used when a payment for the bill is partly made.

▪ Click on split > Enter the amount paid > Click ok to reconcile.
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Split :
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Cash coding



Cash Coding 

▪ Cash coding is used when there are similar transactions of the same nature.

▪ It is used when there are more transaction to reconcile.

▪ It is the fast and easy way to reconcile multiple statement lines.

▪ It is not used to reconcile Bills , sales invoices , credit note etc.

▪ Select the particular supplier one by one and reconcile all in one go. 

▪Once you enter the details for a particular transaction, the same details gets 
prefilled for all the selected transaction. As such, cash coding saves time.
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▪ Select the Bank account you wish to import the statement 

▪ Click manage account > import a statement 
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Bank Statement import



▪ Download xero csv template.

▪ Enter the date, amount, description 
correctly, Ensure the closing balance 
matches with the statement.

▪ Enter the transactions from the 
statement  under the suitable headings 
in the csv template and save the file.

▪ Drag and drop the csv file to import the 
statement into xero.
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Find & Recode

▪ Find and recode multiple transaction line in 
bulk by recording the source transaction.

▪ To Access find and recode, go to Accounting > 
Find and recode >Add condition.

▪ By clicking on add condition you can select 
the change you wish to make from the drop 
down menu.
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▪ When you find that the tax rate or Account or Contact etc of multiple 
transactions are incorrect you can use this option to make the necessary 
changes at a single time.

▪ By entering the required conditions, select the transactions to be recorded 
and make the changes as required.
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History and notes

▪Shows the history of changes made 
to the transactions and any attached 
notes.

▪ It is recorded when we add a note, 
create, edit, or make any other 
changes to the transaction.

▪The name of the user who does the 
action and the time and date is 
recorded as history. 
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History



▪ To view the history select the Accounting 
menu > Advanced > History and notes, select 

start date and end date to run report  and select 

the particular period and apply. 

▪ We can also export the report to PDF and 

Excel.
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▪ We can manually add a note when creating or existing invoice, bills, spend or receive money 
transaction.

▪ To create a note Click Add note > Enter your note > and save .
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Note



Thank you 

Carisma Solutions confidential. Please do not distribute. ​


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22

