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Operating Auto Bank Reconciliation  

 

 

TOTAL2 Standard Accounts users can use online banking CSV transaction files (e.g. 

statements) to help the bank reconciliation process. This automatically ticks off un-

reconciled transactions in TOTAL2 against matching items from the CSV bank file. 
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Overview 

Handling has so far been put in place for CSV files from all major banks. 

Files from other bank systems may be compatible depending on the information they contain and 

the format they are in. 

 

 

Saving Transaction Documents from Online Banking  

Before using this facility, you will need to download a file in CSV format of the transaction details for 

the account and period you are reconciling in TOTAL2. This file will need to be saved to your PC in a 

location you can access. Please refer to your bank website instructions for how to produce this type 

of file. 

 

Note: If downloading the CSV from Virgin Money you must select “Detailed”  
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Auto-Bank Reconciliation in TOTAL2  

From Invoice Processes select Bank Reconciliation, select the bank Account you want to work with 

and set the Target Balance and Date you are trying match as you would normally. 

A Load Bank Statement button is at the top of the Bank Reconciliation screen: 

 

When you click it, TOTAL2 will open a Find Bank Reconciliation File window. Use this to navigate to 

where you saved the CSV bank file: 

 

Double click on the CSV bank file to open it and start the Matching Process. 

 

Note: Loading a bank file will reset the current reconciliation, marking all outstanding items as 

unreconciled 
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The Matching Process  

TOTAL2 will attempt to match the transaction values in the uploaded CSV bank file to un-reconciled 

transactions in TOTAL2 to tick them as reconciled. 

The type and format of the information available to TOTAL2 varies greatly between banks. Total will 

attempt to match transactions based firstly on Customer/Supplier or Cheque Number, then by 

transaction Value (must be exact) and Date (allowing +/-5 days for transactions to clear).  

Records with matching Customer/Supplier, Pay Date and Value will automatically be reconciled and 

appear under Reconciled Items. 

 

 

 

The Unmatched Statement Items area displays the details from the CSV bank file for records that 

cannot be automatically reconciled. 

These records contain: 

Unmatched Customers These are lines that TOTAL2 cannot match from the CSV 

bank file to a Customer/Supplier in TOTAL2. 

And/or 

 

Unmatched Date and/or Value These are items that can be matched to a 

Customer/Supplier but there is no match for the Value 

and/or Date in TOTAL2. 
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Handling Unmatched Customers/Suppliers 

These are the lines from the CSV bank file that cannot be match to Customers/Suppliers in TOTAL2. 

The detail in the Customer/Supplier column is pulled directly from the CSV bank file. Double click on 

the records you wish to match and select the Customer/Supplier you want the detail to be linked 

with. 

 

 

Some banks will include additional information such as the invoice number or date as part of the 

name which will change each time you download a file.  

If this is the case, click in the Match names starting with box to select the details TOTAL2 should use 

in the match process going forward (so it ignores the details that will keep changing). 

If there are multiple lines with the same Unmatched Customer/Supplier detail, you will only need to 

set the match on the first line, all others will be updated. 

TOTAL2 will store the match details and use them next time the Auto Bank Rec facility is used. Over 

time unmatched items will reduce as TOTAL2 ‘learns‘. 

  

Note: At the top of the screen there is a Match Debtors/Creditors button. This allows you to match 

payment records from the CSV bank file with outstanding debtors or creditors in much the same 

way. 
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Aliases 

After matching a Customer/Supplier with a Contact, the Customer/Supplier from the CSV bank file 

will appear under the Aliases tab for the Contact. 

 

Double clicking on an Alias Name will allow you to amend or delete the matching conditions. This is 

the only way to change the matching conditions after your initial selection has been made. 

 

 

Drag and drop 

New in TOTAL2 is the option to drag and drop Unmatched Statement Items onto corresponding 

Unreconciled Items in order to match them. 

This also works when matching Unmatched Statement Items with Unpaid Invoices. 

Note: This facility only works if both items have the same Value 
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Handling Unmatched Date and/or Value 

These are lines in the CSV bank file where TOTAL2 can find a match for the Customer/Supplier 

(either directly or by the matching details supplied previously) but cannot find the exact Value on a 

Date +/- 5 days from that in the CSV bank file. 

These will need to be investigated manually.  

Use the Add Invoice button if required or double click on a record under Unreconciled Items to 

amend the payment details. 

You can exit Bank Reconciliation to use reports to look for the ‘missing‘ details or use Match 

Debtors/Creditors to generate payment records for unpaid invoices. 

 

 

Note: The lines that you have ticked off manually will not update the Unmatched Statement Lines 

list as TOTAL2 has no way of recognising these. These details will be retained until you Close Dataset 

or load a fresh CSV bank file using the Load Bank Statement button.  

 

Note: The system will warn you if you try to load a new file when one is already being processed. 
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Transfers 

If money is being moved between bank accounts and the CSV bank file has the Account Number in 

the reference, these can be automatically reconciled by setting the Account Number on your B 

accounts in Settings: 

 

For bank payments that are transfers to Liabilities in TOTAL2 (Loan/HP repayments etc), they can be 

automatically reconciled by setting a Supplier Address againt the L code in Settings: 
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Generating Invoices 

New in TOTAL2 is the ability to directly generate invoices based off of the CSV bank file.  

To do this, match a contact to the Unmatched Statement Items you wish to create invoices for and 

select Generate Invoices at the top of the screen. 

 

After pressing Generate Invoices the following window will open: 
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Here the Nominal Code, Invoice Type, Management Code, Description, VAT rate and Net £ and VAT £ 

can be assigned for the invoice(s) to be generated. This information will initially fill with the defaults 

set against each matched Customer/Supplier. 

Note: The Net £ and VAT £ can be altered but the Gross £ cannot. 

 

By default all unmatched statement items with a matched contact will appear in this window. To 

alter the selections untick the Process? column for any lines you do not wish to create invoices for. 

On hitting Process Invoices the invoices will be built and automatically matched with the statement 

item, now appearing under Reconciled Items. 

Invoices built this way will appear on the accounts the same way manually entered invoices do. 
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Please call the Support Helpline on 01844 213003 

if you have any issues getting going with Auto Bank Reconciliation. 
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