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Overview 

Reconciling is the process of comparing what money conferences have received and spent vs what has been 

deposited, spent and cleared the bank. (Cleared means the money has left the conference bank or been deposited in 

the bank).  Historically, reconciling has always been done month-to-month once your monthly bank statement is 

received.  If you have done this “by hand” you would take the back of the statement and fill in the bank 

reconciliation form to see what your available balance is.  If you have done this electronically in QuickBooks or 

Quicken you would check off all cleared transactions and reviewed uncleared transactions compared to the bank 

statement. 

In Xero the software is setup to do reconcile on a daily basis.  This is because of the speed that information travels in 

today’s world and technology.  If you are using Xero in its desired setting you would import bank transactions 
directly from your conference bank or financial institution daily. (FYI not all banks are compatible with Xero).  

This import process tells the software that it has cleared the bank and you have cleared that transaction from your 

balance.  On a monthly basis you would review your reconciliation report in Xero and assure the bank balances 

match.  You would also check to assure all outstanding transactions are relevant and that there are no errors. 

Reconciliation in Xero 
 

We will cover manually reconciling in Xero and importing transactions directly from the bank via import aka “Bank 

Feeds” and reconciling.  Once all transactions have been reconciled for the month you can compare your bank 

balance to your Xero reconciliation report as part of your month end processes.  Each process has it benefits and we 

will cover both options. 

Manual Reconciliation 

First you have to enable the setting in Xero “Mark as Reconciled”. This process may need to be done for each 

account.  If you are working with bank feeds with another account do not do this step for that account.  Use this step 

only for account we are manually reconciling. 

1. Click “Accounting” then “Bank Accounts” 

2. Select the bank account or credit card account desired 

3. Click the help (?)Button at the top right corner of the screen:  Icon looks like a question mark.   

4. Click “Enable Mark as Reconciled”; it should look like this:  

 

Once this step is complete you can start reconciling.  If you are manually reconciling, you have the option to 

reconcile at the end of the month or if you have online to access your bank, you can reconcile as often as you please.  
You would just login to your bank or financial institution and follow the directions below. 

 

Remember we are reconciling each transaction that clears the bank.  You do not have to enter beginning balances or 

ending balances.  Please follow the steps identified below to reconcile individual transactions: 

 

1. Click “Accounting” then “Bank Accounts” 

2. Select the bank or credit card account desired 

3. Click “Account Transactions”  
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4. You should see a column called “Status” on the right and the transactions that are not reconciled are in 

orange as “Unreconciled”.   

5. Verify the transaction date and that it has cleared your bank.  If that transaction has cleared the bank, click 

“Unreconciled”, the transaction will populate (The transaction screen will pop up). Please verify that the 

dates are correct.  Remember this should be the date you received or spent the money. (NOT the date it 

cleared the bank) 

6. In the right corner of the transaction screen is the “Options” button with a drop-down arrow.  

7. If the transaction is correct and has cleared the bank, click options and select “Mark as Reconciled” 

To manually reconcile groups of transactions at one time please do the following: 

1. Click “Accounting” then “Bank Accounts” 

2. Select the bank or credit card account desired 

3. Click “Account Transactions”  

4. On the left you will notice empty boxes for each transaction. See below 
 

5. Select the desired transactions you want to reconcile by checking the box on the left 
 

6. Then click the “More” button and a drop-down window will populate that says “Mark as Reconciled”.  

Click this button and you will reconcile the transactions selected 

a.  

7. Congratulations, you are on your way to helping the Vincentian cause and helping the Society!   
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If you find that you marked the wrong transaction, simply follow the same steps as if you were going to reconcile the 

improper reconciled transaction and click “Unreconciled or Unmark as Reconciled”  

 

Reconciling via Import “Bank Feeds” 

Reconciling electronically in Xero is faster but you have to be very careful to not select the wrong transaction or 

group of transactions.  More on this, when reconciling in Xero the software will try to pick the existing transaction 

that you entered in Xero via “Spend Money” or “Receive Money” that it thinks fits the imported transaction(s) 

from the conference bank or Credit Card Company.  For example, if you have three different $10.00 deposits in Xero 

it may pick the wrong deposit.  It may select the wrong $10.00 transaction; therefore, take your time and review the 

transaction before you click Reconcile. 

1. Click “Accounting” then “Bank Accounts” 

2. Select the bank or credit card account  

3. There are 4 tabs at the top of the screen.  The first one is “Reconcile”, please select this. 

4. On the left of the reconcile screen is bank imported transactions (it will have bank imported details) and on 

the right are the possible matched transaction(s) or options to add a new transaction.   

a. Hint: if the transaction is in green, Xero assumes that it may have matched the bank transaction to an 

existing Xero transaction 

 

5. If the transaction is a correct match between the bank and Xero, click “Ok” 

6. If the transaction is not a match, use the following tabs to correct or modify the transaction 
a. “Match” - You can use this option to find other possible matched transactions 

b. “Create” - If the transaction is not in Xero, use the “Create” tab to add the transaction into Xero 

and then match it up to the bank.  (You will need to click “Add Details” to add the category to the 

transaction) 

c. “Transfer” - This is used if this was a bank transfer or payment to another account.  For example, if 

you moved money to a conference savings account or paid a conference credit card. 

d. “Discuss” -This is used to discuss this transaction with the SW SVdP Council Accounting Office. 

 

Tips 

• Use the date you spent the money and received money, not the date it cleared the bank (especially for 

checks) 
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• Use custom deposit slips that are prenumbered.  Do not use the bank deposit slips 
o Add the deposit slip number to the reference column under receive money 

o If you don’t currently have custom deposit slips, then you could manually write a number on the 

deposit slip, and add that number to the “Reference” data field in a “Receive Money” transaction.   
▪ This reference will make it easier to match deposits when you go to reconcile.  All 

transactions connected to that reference number will connect to the total deposit reflected on 

the bank statement.  The numbering system could be the year and a number (2021-1, 2021-2, 
etc.).  This is just an example; you can use any type of system. 

• Add as much detail as possible 

• When Manually Reconciling you will need to reconcile each transaction from Xero not the bank amount.  

For example, if you deposit $50 dollars in the bank which is made up of two $25 checks, you need to 

reconcile each $25 transaction.  Numbered deposit slips will make this task easier. 

• When Reconciling via Import “Bank Feeds” you will need to reconcile each transaction from Xero not the 

bank amount.  For example, if you deposit $50 dollars in the bank which is made up of two $25 checks, you 

need to reconcile each $25 transaction.  In the “Reconciling Tab” select “Match” and check both $25 

transactions. 
o Numbered deposit slips as outlined above will help with this process.  Add the numbers to the 

Reference in “Receiving Money”. 
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