
Bank Reconciliation Import 
 

This OGSQL_Bank_Recon_Entry.xls may be found in the \OGSQL\Program directory. 

 
 

1. Populate columns B through E with the cleared items from your bank. 

 

• Recon Type – C (Check), A (ACH), W (Wire Transfer), B (Bank Draft), D 

(Deposit) 

• Transaction (Check) Number Code - Input the check number, ACH number, 

or Wire Transfer number.  This field is blank for a deposit. 

• Entry Date – Date of a deposit.  This field is blank for a check, ach, or wire. 

• Entry Amount – Amount of a deposit.  This field is usually blank for a check, 

ach, or wire, but a negative check amount may be entered if the Recon Type 

is check. 

 

2. Click the Check Data button.   

 

The data entered will be checked for errors.  If a large number of rows have been 

entered, this may take some time.  Please be patient. 

 

3. If errors are discovered in the data, you will see a notification that lists the row 

number and the error detected: 

 
 

4. Errors will be marked on the spreadsheet in red.  If you hover over the cell with 

your mouse, you will see a comment with more detailed information about the 

error. 

 

 
 



 

5. Correct any errors and click the Check Data button again.  Repeat as necessary 

until all errors have been corrected.  

6. When no errors are detected, a dialog box will appear to save the text file.  

 

 
 

7. Click the button next to the file name and navigate to the directory to save the 

file. 

 

 
8. Click Save 

 

 
9. Click Ok 

 

10. Log in to OGSQL and navigate to the Bank Reconciliation / Reconcile Statement. 

 

 

 

 

 

 

 



11. Input the dates and amounts into the reconcile screen and click Get Items 

button. 

 

 
 

12. Click the Upload button 

 

 
 

13. Point to the file created by the spreadsheet. 

 

 
14. When the path and file name are correct in the field, Click OK 

 

An audit report will be produced indicating if the items loaded successfully. 

If they did you will see a check mark next to each item that uploaded as cleared. 


