
Columbia University Finance Training  
Job Aid: Running Manual Reconciliation 
 

  
  December 2021 

On occasion, you will need to perform manual reconciliation for P-Card transactions and wire and ACH 
transactions. P- Card transactions can be manually reconciled once at the end of every month and the other 
transactions should be evaluated daily to ensure all transactions are reconciled. The following process 
outlines how to manually reconcile transactions in ARC. 
 
1. Navigate to the NavBar > Reconcile Statements > Manual Reconciliation  
2. Select the appropriate Bank ID, Account #, and dates you want to view transactions for, and click 

“Search” 
 

 
 

3. The list of unreconciled transactions will appear. Select the transaction(s) you need to reconcile by 
checking the box next to the transaction and click “Reconcile” 
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4. Notice that the transaction disappears from the list after you click Reconcile. 

 

 

 
 
Getting Help 
Please contact the Finance Service Center 
http://finance.columbia.edu/content/finance-service-center 

  
You can log an incident or request a service via Service Now 
https://columbia.service-now.com 
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