
 

Cash Book and Bank Reconciliation 

 

                                              TABLE OF CONTENTS 

Introduction to Cash Book .......................................................................................................................................................... 1 

Cash Book Enquiry .................................................................................................................................................................. 1 

Bank Reconciliation Tab.......................................................................................................................................................... 3 

Discrepencies .............................................................................................................................................................................. 4 

Manually editing a statement date and balance ........................................................................................................................ 5 

Reconciliation and Report Printing ............................................................................................................................................. 5 

Uploading Bank Statements ........................................................................................................................................................ 6 

Previewing Bank Reconciliation Reports ..................................................................................................................................... 6 

Printing a Bank Reconciliation Summary .................................................................................................................................... 7 

Printing the Cash Book ................................................................................................................................................................ 8 

Reconciling .................................................................................................................................................................................. 9 

Reports and Statements tab ................................................................................................................................................. 10 

Month End Tab ..................................................................................................................................................................... 11 

Unpresented Cheques Tab .................................................................................................................................................... 12 

Cancel unpresented Cheques ................................................................................................................................................... 13 

 

  



 

 
Cash Book 
11.12.2023 
1 

 

INTRODUCTION TO CASH BOOK 

 
The Cash Book function allows you to monitor bank reconciliations, balance and print end of month bank reconciliation, 
generate cash book reports and manage unpresented cheques. 
 
You should check that all bank accounts have no discrepancies each day and at each month end you should ensure that: 
 

• All supplier payments have been processed 

• All TXN files have been processed 

• All bank accounts have been reconciled. 
 
To open the Cash Book, go to End of Period and select Cash Book 
 

 
 

CASH BOOK ENQUIRY 

The cash book enquiry tab allows you to search and view items in the cash book. 

 

1. Go to the enquiry tab (this will be defaulted when you open the Cash Book) 

2. Click on the search icon to filter by bank account.  Type in some key letters to refine your search.  Double click on the 

bank account you want to search 

3. The current balances of the building’s bank account are displayed here 

4. Select a date range to search 

5. Click on the deposits, payments or adjustments tab to refine the search if you want to 
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Once you have selected the bank account, you will be able to see all transactions that fit the filters and date range you applied. 

1. Click on a line item to view its details.   

2. Print to generate a PDF report of the item details.  The PDF will open in a new tab. 
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BANK RECONCILIATION TAB 

The bank reconciliation tab is where you can monitor and reconcile bank accounts. 

 

1. Choose the strata manager from the dropdown list if you want to filter by strata manager 

2. Choose the folio from the dropdown list if you want to filter by folio 

3. Select the type of account – the choices are main, investment or all 

4. Select the bank account status – the choices are active, inactive or all 

5. Select search by buildings if you want to refine your view.  You can select multiple buildings’ bank accounts 

6. Select View Selected Buildings to view the building card for the selected building(s) 

7. Select Show Bank Accounts to view the bank accounts that fit your search criteria 

8. Select Clear Filters to clear the search criteria  

 

When you click Show Bank Accounts you will be able to view a summary of each bank account on the screen. This screen is in 

bank account number order by default but you can click on any of the column headings to change the sort order. 

 

1. The bank account number shows here 

2. The bank account name shows here 

3. The last date this bank acount was reconciled  

4. The latest statement date that has been reconciled to  

5. The balance in the bank account  - this is the closing balance of the last txn file processed for the account 

6. Total of any unpresented deposits. This is the total of any manual receipts (manual deposits) you have processed that 

have not yet been banked.v 

7. Total of any unpresented payments.  These are cheques that have been processed on PropertyIQ 

 and the payee has not yet presented to the bank or online payments that have been processed on PropertyIQ but not 

yet debited from the bank account. 

8. The balance in the bank account after taking into account any unpresented deposits or payments.  I.E. the amount in 

the balance column (from the .txn file) plus the amount in the unpresented deposits column less the amount in the 

unpresented payments column. 
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9. The cash book balance – this is the balance of the account according to PropertyIQ.  This should match the amount in 

the Adj. balance column. 

10. The total of any discrepencies  

When .TXN Files are uploaded to PropertyIQ, the date and statement balance is updated automatically, so you should 

never need to alter these.  

 

DISCREPENCIES 

The aim of the reconciliation process is to ensure that the amount in the cash book column as recorded by PropertyIQ agrees 

with the actual amount in the bank (shown in the Adj. balance column.) You should check for discrepancies every day. If a bank 

account has a discrepancy, click on the bank account, to highlight it, and double click to open the details. 

1. This lists all deposits that have been processed on PropertyIQ. Cross check this with your actual bank statement to 

makes sure you don’t have any funds in the bank that have not been receipted on PropertyIQ.   

2. This lists all payments that have been processed on PropertyIQ. Cross check this with your actual bank statement to 

make sure there are no funds paid out that have not been processed on PropertyIQ.  If there are, you may have to 

process an adjustment on PropertyIQ. 

3. Check all adjustments to ensure that they cross match with your bank statement. 
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MANUALLY EDITING A STATEMENT DATE AND BALANCE 

You may need to manually edit the statement data and balance of a bank account. This is usually required when you have an 

investment account that is not with Macquarie Bank, so you will require to manually reconcile it in PropertyIQ. 

 

First, double click on the highligted bank account on the bank reconciliation summary screen. 

1. To alter the statement date click on edit to open the calendar, then click on the new date and click save 

2. To alter the statement balance, type in the balance and click save (ensuring that this is the correct balance showing on 

your actual bank statement) 

3. Click save & back to save your changes and  go back to the bank reconciliation summary screen 

4. Click back to go back to the bank reconciliation screen without saving your changes 

 

RECONCILIATION AND REPORT PRINTING 

1. To select all bank accounts, tick the box on the top left 

2. Click here to upload bank statements that you have previously downloaded from Macquarie Active Banking and saved 

on your computer. See instructions below - To upload bank statements 

3. Click here to preview bank reconciliation reports. See instructions below – Preview bank reconciliation reports 

4. Click here to print a bank rec summary for all selected bank accounts. See instructions below – Print a bank rec 

summary 

5. Click here to print a cash book report for all selected bank accounts. See instructions below – Print cash book 

6. Click here to reconcile all selected bank accounts. See instructions below - Reconcile 
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UPLOADING BANK STATEMENTS  

First, login to Active Banking and save your statements in a place you will remember.  It’s a good idea to have a separate folder 

for your bank statements. 

1. Click here to upload bank statements 

2. Click Find File then search for the statements on your computer, then click enter to save them.  When they have been 

uploaded they will have the Status Complete  

3. Click clear to clear the completed uploads from the screen 

4. Click done when you have finished uploading statements.  You will now be able to view them from the Reports and 

Statements area in the cash book screen 

 

 

PREVIEWING BANK RECONCILIATION REPORTS  

Select Preveiw Bank Reconciliation Reports  

This will create a job in your job centre on the right of your screen.  Open the job centre in the sidebar to view a PDF copy of the 

preview. 

 

 

Click to open the PDF 
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PRINTING A BANK RECONCILIATION SUMMARY   

Select Bank Rec Summary  

 

This will create a PDF summary report in a new tab.  This will include all the bank accounts you selected. 
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PRINTING THE CASH BOOK 

Select Print Cash Book 

  

1. Click on the Search Icon to search for a single account  

a. The accounts you had selected on the main bank reconciliation screen will be defaulted 

b. Or you can choose all main accounts, all investment accounts or all accounts 

2. Enter a date range you want the cash book to cover 

3. Tick here if you want to consolidate schedules. i.e. if you have more than one contribution schedule for a building, the 

cash book will consolidate them 

4. Click Generate when you are ready 

When you Generate, PropertyIQ will create a PDF cash book report in a new tab.  

  This is a large report so if you have selected a lot of bank accounts, it can take a few minutes to generate. 
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RECONCILING 

Click on the Reconcile Button.  This will reconcile all the accounts you have selected on the main bank reconciliation screen and 

produce a reconciliation document for each bank account that will be available in the end of month tab. 

  

You will receive a prompt to confirm that you wish to proceed 

 

Click Yes to continue 

You will receive a confirmation that the job is completed in your job centre on the right of your screen. 
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REPORTS AND STATEMENTS TAB 

The reports and statements tab allows you to view and download all the bank statements and reports that relate to each bank 

account. 

 

1. You can use the various search filters to find the bank account 

2. Click to highlight the bank account that you want to view reports for. The reports will appear in the list on the right. 

3. Tick the report(s) you want to print or download 

4. Click to Print the report(s). This will create a PDF in a new tab 

 

5. Click to download the report(s). This will create a zip file 

   
 

6. You can upload bank statements from this screen – See section on upload bank statements. 

7. You can print cash books from this screen – See section on print cash book 
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MONTH END TAB 

The month end tab stores all the reports you created from your bank reconciliation and all bank statements you have uploaded. 

PropertyIQ attaches them to their appropriate bank account automatically for you. 

1. Click to highlight the report(s) you want 

2. Click to Print a PDF report(s) This will create a PDF in a new tab 

 

3. Click to download the report(s) This will download a PDF report 

     

 
 

4. You can also upload bank statements from this screen – see section above uploading bank statements 
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UNPRESENTED CHEQUES TAB 

The Unpresented Cheques tab allows you to print unpresented cheques reports in PDF or .csv format. You can also cancel single 

or multiple unpresented cheques here. 

 

1. You can filter by manager 

2. You can filter by folio 

3. You can select a single building 

4. Click show cheques to show the unpresented cheques that match the criteria you have entered 

5. Click Clear Filters to clear the filters you have entered 

 

1. You can select individual cheques by clicking on the boxes on the left of the screen or select all by clicking on the box at 

the top left 

2. The cancellation date defaults to today’s date but you can change if you want to 

3. Click to cancel the cheque(s) you have highlighed on screen 

4. Click to export cheque details in .csv format 

5. Click Generate to a generate cheque details report in PDF format 
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CANCEL UNPRESENTED CHEQUES  

 

1. Click on the cheque(s) you want to cancel, to highlight them 

2. The cancellation date defaults to today’s date but you can alter if you want to 

3. Click Cancel Cheques 

You will see a popup message asking you whether you want to proceed.  Click Yes to proceed with cancelling the selected 

cheques. 

 

 When a cheque is cancelled, the associated invoice becomes unpaid. If you want to issue a new cheque you need to 

process a supplier payment run.  For full details, see the manual “Supplier Payments”. 

 

 

 


