How to Prepare an Account
Reconciliation in BlackLine

This guide walks you through how to prepare an account reconciliation in
BlackLine, from locating the correct reconciliation template to entering
supporting items, comments, and documentation, and finally certifying the
completed reconciliation. Following these steps ensures that your
reconciliation is accurate, well-documented, and ready for approval.

Prerequisites
e You must have valid credentials to log in to the BlackLine application.
e Your user role must be set to PREPARER to complete the steps in this
guide.

Accessing and filtering journal template information

1. Log in to the BlackLine application
Open the BlackLine application in your web browser and enter your
credentials to log in.
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After logging in, confirm that you are on the Home screen. This screen
displays widgets such as Company News, Reconciliation Certification
Status, Past Due Recs, Task Certification Status, and Variance Certification
Status. Check that the top left of the screen shows "Home" alongside the
BlackLine logo.

erepaRER

M BLACKLINE & 6/30/2020 A Notifications = Todelist BU Usar. Blackiine

Reconciliationsv 9 None (Default
Y Create a filter (i.e. GL Balance > 2.000)
Action Status Key  Risk Team Entity Account BusinessU.. ProftCtr  ChartofAc.. System Description Cncy. GLBalance Unidentified PrepDu
Edit Not Prepared Yes High GL C0004-Atla... 1001 ATO20 o2 BK 121 BOA Bank Account uso 417 L00) 7/8/% ~
Edit System Decertified No Med GL CO004-Atla... 1002 National Sweep Account I 00 722,
View SystemCertified  No  Low 6L C0004-Atla... 1003 A1020 BOA Sweep Accont 5 7122
Edit Not Prepared No Low GL CO004-Atla.. 1005 ATO020 102 IN 12111 Creditat 46930 7/22
\ System Certitied No Low GL CO004-Atia... 1009 ot 0.00 7/22,
Edit Rejected No Low GL C0004-Atla... 1009 AT020 1no2 CA - d 5.500.00 0.00 7/22
View Prepared No Med GL C0004-Atla... 1022 AT020 usp 3274989 0.00 7/22
Edit Not Prepared Yes High GL C0004-Atla... 1100 AT020 o \ weceivable usp 367433317 3225188 7/87
Edit Not Prepared No Low GL €0004-Atla... 1102 AT02e - nternational Accounts Rec... USD 312976.34 444.90 7/22,
Edit Not Prepared No Low GL C0004-Atia... 1103 . \‘ t\o 25838 Accounts Receivable - Empl.. USD 313000 313000 722,
Edit Not Prepared No Med GL C0004- At \a Account Receivable - Retall  USD 10350360 10350360 7/22,
Not Prepared Yes  High GL “c\ AS MISC Prepaid Property Taxes usp 6874614 5,000.00 7/
Edit Not Prepared No Low S Co uo2 AS 76838 Deposits usb 69.051.94 Q.00 722
Edit Not Prepared Yes Higks Re AT020 uo2 AP 63993 Accounts Payable usp (19951439.. 258988.09 7/8
Edit Not Prepared 3 2002 AT020 Accounts Payable Multiple usb 2167.55564 0.00
Edit Not Pree= Sul4-Atla... 2100 AT020 102 AC 76838 Accrued Expenses usp (310.589.51) 2243396 e
View CO004-Atla... 2115 AT020 1102 AC 76838 Deposits Withheld usp (50.000.00) 0.00 7/22,
Edit GL C0004-Atla... 2130 AT020 1102 AC 12111 Acerued Bonus usp 299,460.80) 55,000.00 7/22
View High 6L €0004-Atia... 2150 Deferred Revenue USD (97119663 (167.63982) 7/8%
2 No Med GL CO004-Atla,.. 2200 Suspense uso 120.71525 (78,715.60) 115/
wystem Certified No Med GL C0004-Atla... 2230 Accrued Audit Fees usb 1362,500.00) 10.02) 722,
Not Prepared No Med GL C0004-Atla... 2231 Accrued Legal Fees usp (480.,000.00) 0.00 7/22
View Sustem Certified No. Medd Gl CON04-Atla 2755 Aecriiad Advertising usn 150 000.00) 060 722.7
»
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BlackLine Home screen with widgets and navigation bar visible
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2. Confirm you are logged in as a preparer

Check the top right corner of the screen to confirm your user role is set to
PREPARER (for example, "User, Blackline" with "PREPARER" displayed
above it).

erepaRER

M BLACKLINE & 6/30/2020 A Notifications = Todolist BY' Ucer, Blackline

Reconciliations~ 22 None Detauit) v | Act

Grid Options
¥)  Createafilter (ie. GL Balance > 2,000) v

Action Status Key  Risk Team Entity Account Business U... ProfitCyr, Chartof Ac.. System Description Cncy. GLBaiance Unidentified PrepDu

Edit Not Prepared Yes  High 6L €0004-Atla... 1001 ATO20 102 BK. 121m BOA Bank Account usp FAE L00) 7/8/z ~
Edit System Decertificd No  Med GL C0004-Atla... 1002 National Sweep Account s 00 7/22,
View SystemCertified  No  Low GL C0004-Atia... 1003 AT020 BOA Sweep Accoyst 5 7122
Edit Not Prepared No  Low GL C0004-Alta... 1005 AT020 1102 IN 1211 Credjtit 46830 722
View SystemCertified  No  Low GL €0004-Atla... 1009 <00 0.00 722
Edit Rejected No  Low GL C0004-Atla... 1009 AT020 102 cA = d 5.500.00 0.00 7/22,
View Prepared No  Med GL C0004-Atla... 1022 ATO20 usp 3274989 0.00 7722,
Edit Not Prepared Yes  High GL CO004-Atla.. 1100 AT020 j10m ‘\ ‘eteivable USD 367433317 3225188 784
it NotPreped  No  Low o 0004 Ata... 1102 A1goe . "\ temations Accounts Rec.. USO 31297634 44490 7122
Edit Not Preparad No  Low GL C0004-Atla... 1103 .\l ‘\o o8 Accounts Recelvable - Empl.. USD 313000 313000 7/22,
Edit Not Prepared No  Med oL 0004 At \a Account Receivable - Retail  USD 10350360 10350360 7/22
Edit Not Prepared Yes  High GL “C\ As Misc Prepaid Property Taxes usp 6874614 500000 787
Edit Not Prepared No  Low 2 co uoz AS 76838 Deposits uso 69.05L.94 0.00 7/22
Edit Not Prepared Yes  Hiok Re AT020 102 AP 63993 Aceounts Payable USD  (19951439. 25898809 7i8/
Edit Not Prepared 2 2002 ATO20 Accounts Payable Multiple .. USD  2167.55564 0.00 7812
Edit Not Pres= S004-Atla... 2100 AT020 102 AC 76838 Accrued Expenses usp (31058951) 2243396 78
View C0004-Atla... 2115 AT020 102 AC 76838 Deposits Withheld usp (50,000.00) 0.00 7722,
Edit GL C0004-Atla... 2130 AT020 102 AC 121 Accrued Bonus USD  (29946080] 5500000 7/22
High GL C0004-Alla... 2150 Deferred Revenue usp (97L19663) (167.639.82) 7/81
= No  Med GL C0004-Alla... 2200 Suspense usp 12071525  (7871560) 115/
SslemCertitied  No  Med GL C0004-Alla... 2230 Accrued Audit Fees UsD  (362.500.00) 10.02) 722
Edit Not Prepared No  Med GL C0004-Atfa... 2231 Accrued Legal Fees USD  (480.000.00) 0.00 7/22,

View System Certified  No___ Med Gl CO004 Atla__ 2755 Areried Advertising USD____(150000.001 000 7.3}3‘ =

User profile in the top right corner showing the PREPARER role

3. Navigate to View Reconciliations

From the left navigation bar, click Products. Under the Account section,
click View Reconciliations. The reconciliation grid appears, displaying all
account reconciliation details.
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4. Set the default filter to "Reconciliations Only"
In the top right, click the arrow to open the Default Filters panel. From the
dropdown, select Reconciliations Only to ensure that only reconciliation

records are displayed in the grid.

M BLACKLINE
Reconciliations~ =2

¥)  Createafilter (ie. GL Balance > 2,000)

Action Status Key  Risk
Not Prepared Yes  High
SystemDecertificd No  Med
SystemCertitied Mo Low
Not Prepared No  Low

View SystemCertiied  No  Low

Edit Rejected No  Low

View Prepared No  Med

Edit Not Prepared Yes  High

Edit Not Prepared No  Low

Edit Not Prepared No  Low

Edit Not Prepared No  Med

Edit Not Prepared Yes  High

Edit Not Prepared No  Low

Edit Not Prepared Yes  High

Edit Not Prepared Yes  High

Edit Not Prepared Yes  High

View System Certified  No  Low

Edit Not Prepared No  Low

ew Prepared Yes  High

Edit Not Prepared No  Med

View SystemCertified  No  Med

Edit Not Prepared No  Med

View System Certified  No___ Men

6L
GL
GL
GL
oL
6L
oL
GL
6L
6L
GL
GL
GL
GL
GL
GL
GL
6L
GL
GL
GL
GL

Entity Account
CO004-Atla... 1001
C0004-Atla... 1002
C0004-Atia... 1003
C0004-Atla... 1005
€0004-Atla... 1009
C0004-Atia... 1009
€0004-Atla... 1022
C0004-Atia... 1100
©C0004-Atla... 1102
C0004-Atla... 1103
C0004-Alia... 1104
C0004-Alla... 1220
C0004-Atla... 1260
CO004-Atla... 2000
C0004-Atla... 2002
C0004-Atia... 2100
C0004-Alla... 2115
CO004-Atla... 2130
C0004-Alia... 2150
C0004-Alla... 2200
CO004-Atla... 2230
C0004-Atfa... 2231
0004 Afla__9255
Page | 1

Business U...

ATO20

AT020
AT020

AT020
AT020
AT020
ATO20
AT020

AT020
AT020
AT020
AT020
AT020
ATO20
AT020

of6 >

Profit Ctr,

102

1102

102

102
102
102

1102
1oz
102

102
102
1102

None (Default) v

& 6/30/2020

System

121

121
238763

63993
63993
76838

MISC
76838
63993

76838
76838
121

Actions ‘

Description

BOA Bank Account
National Sweep Accoun|
BOA Sweep Account
Credit Union Bank
Petty Cash -GAAPvs S
Petty Cash

Prepaid Software
Aceounts Receivable
International Accounts |
Accounts Receivable - E
Account Receivable - Re
Prepaid Property Taxes
Deposits

Accounts Payable
Accounts Payable Multi
Acerued Expenses
Deposits Withheld
Accrued Bonus
Deferred Revenue
Suspense

Accrued Audit Fees
Acerued Legal Fees

Aceried Advertising
»

A& Notifications

#= Todolist

Default Filters

erianes
BY' User, Blackline

Reconciiatons Oty

All Records

GL Accounts Only
Group Accounts Orly

6L And Group Act

Reconciliations Only

Key

Risk
Team

Entity

Account
Business Unit
Profit Ctr,

Chart of Account
System
Description
Cricy,

GL Balance
Unidentified

Prep Due Date

Default Filters panel open with "Reconciliations Only" selected

5. Select "My Assighnments" if applicable
In the Default Filters panel, select My Assignments if you want to view

only the reconciliations assigned to you. If nothing is assigned to you, you
may see Team Assignments displayed instead.
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6. Add the Template column to the grid

In the Default Filters panel, locate the Fields section and click the + button
next to Fields Add Fields. Type "template" in the search box, select the
Template option when it appears, and click Apply.

PrepaRER

M BLACKLINE & 6/30/2020 A Notifications #= Todolist BU' cer, Blackline

Reconciliationsv 20 None (Defauly v | Actions v | () DefaultFilters

= - Reconciiations Only v

Y Create a filter (Le. GL Balance » 2,000) v

Team Assig
Entity Account BusinessU.. ProfitCt.  ChartofAc.. System Description Cncy.  GLBslance Unidentified PrepDue.. Template
i |l e[ Y v B ) e|[ « K ¥ K 14 Sorting 1@ ®
€0004-Atla... 1001 ATO20 102 BK 121 BOA Bank Account uso 41251545 (121,550.00) 7/8/2020 Bank Accou.
CO004-Alla.. 1002 National Sweep Account uso 500.00 50000 7/22/2020  General List Fields 16 @
€0004-Alla,. 1003 AT020 BOA Sweep Account usp 0.05 005 772212020 General List Status %
€0004-Alla... 1005 AT0Z0 102 N 12111 Credit Union Bank usp 92281462 246830 7/22/2020  Bank Accou Key x
€0004-Alla... 1009 Petty Cash - GAAP vs STAT  USD 0.00 000 7/22/2020  Associated.. Risk x
€0004-Atla... 1009 AT020 102 cA 238763 Petty Cash usp 5500.00 000 7/22/2020  General List Team x
€0004-Atla... 1022 ATO20 Prepaid Software usp 32749.89 000 7/22/2020  Amartizable. Entity %
£0004-Atla... 1100 AT020 102 AR 63993 Accounts Receivable USD 367433317 3225188 7/82020  SUBLEDGE. Aasint x
C0004-Atla... 1102 ATOZ20 o2 AR 63993 International Accounts Rec... USD 31257634 44490 7/22/2020 Subledger Businass Unit X
C0004-Atla.. 1103 ATOZ20 1102 AR 76838 Accounts Receivable - Empl.. USD 313000 313000 7/22/2020 GEN_LIST ... Profit Ctr x
€0004-Atla... 1104 Account Receivable - Retail  USD 10350360 10350360 7/22/2020  GEN_LIST ..
Chart of Account X

€0004-Alla,. 1220 ATOZ0 102 As MisC Prepaid Property Taxes usp 6874614 500000 7/8/2020  Amortizable.. S g
€0004-Atla... 1260 ATO20 102 AS 76838 Deposits usp 69.05194 000 7/22/2020  General List
€0004-Atla... 2000 AT020 102 AP 63993 Accounts Payable USD  (19951435.. 25898809 7/8/2020  SUBLEDGE. i g
€0004-Alla... 2002 AT020 Accounts Payable Multiple .. USD 216755564 000 7/8/2020  Subledger. b A
€0004-Atla.. 2100 ATO20 1102 AC 76838 Accrued Expenses. usp (31058951) 2243396 7/8/2020  GeneralList L i &
€0004-Atla... 2115 AT020 102 AC 76838 Deposits Withheld USD  (50,000.00) 000 7/2212020  General List Unidentified x
C0004-Atla... 2130 ATO20 1oz AC 12 Accrued Bonus uso {299.460.80) 55,000.00 7/22/2020 Schedule List Prep Due Date X
€0004-Alla.. 2150 Deferred Revenue USD (97119663 (167639.82) 7/8/2020  Deferred | rempiate 4 |
€0004-Alla... 2200 Suspense usp 12071525  (7871560) 115/2020  Suspense
€0004-Alla... 2230 Accrued Audit Fees UsD  (362500.00) (0.02) 7/22/2020  Schedule List
€0004-Atla... 2231 Acerued Legal Fees USD  (480.000.00) 000 7/22/2020  Accruable
F‘ﬂﬂﬂd Atla.. 7255 Accried Advertising Lsn N150.000.00) 000 _7i22/2020 Accniahle ¥

Page | 1 |oté

Add Fields panel with "template" typed into the search box

Confirm that the Template column now appears on the right side of the
reconciliation grid, displaying the template information for each
reconciliation record.
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7. Rearrange the Template column for convenience

Drag and drop the Template column to your preferred position in the
reconciliation grid. For example, move it upward so it becomes the fourth
column from the left, making it more visible.

Entity
C0004-Atla.
CO004-Atla.

C0004-Alla.
C0004-Alla.
€0004-Atia.
€0004-Atla.
C0004-Atla.
©0004-Atia
C0004-Atla..

C0004-Atla.
€0004-Atla,
€0004-Atla.
€0004-Atla
©0004-Atla.

£0004-Ala.

C0004-Atla.
€0004-Atla
.

C0004-Atla...

C0004-Atla...
€0004-Atla...
CO004-Atla...

CO004-Atla...

€0004-Atla...

Account

1001
1002
1003
1005
1009
1009
1022
100
102
103
1104
1220
1260
2000
2002

2us
2130
2150
2200
2230
2231
2755

M BLACKLINE

Reconciliations ~

258

Business U...

ATO20

ATO20
ATO20

AT020
ATO20
ATO20
ATO20
ATO20

ATO20
ATO20
AT020
ATO20
ATO20
ATO20
ATO20

¥)  Createafilter (ie. GL Balance > 2,000)

ProfitCtr.

102

u02
1102

102
102
102

u02
102
102

102
102

Chartof Ac...

K

cA

AR

AR

AS

AS
AP

AC
AC

12111

12111

238763

63993
63993
76838

MISC
76838
63993

76838
76838
1211

BOA Bank Account
National Sweep Account
BOA Sweep Account
Credit Union Bank

Petty Cash - GAAP vs STAT
Petty Cash

Prepaid Software

Accounts Receivable

International Accounts Rec...

Accounts Receivable - Emp).
Account Receivable - Retail
Prepaid Property Taxes
Deposits

Accounts Payable

Accounts Payable Multiple ..

Accrued Expenses
Deposits Withheld
Accrued Bonus
Deferred Revenue
Suspense

Accrued Audit Fees
Acerued Legal Fees

Accruied Advertising

Page | 1 |of6

usp
uso
usp
usp
usp
usp
usp
usD
usp
usp
usp
usp
usp
usp
usp
usp
usp
usp
usp
usp
usp
usp
LIS

41251545
500.00
005
92281462
0.00
5500.00
32749.89
367433317
31297634
3130.00
10350360
6874614
69.05.94
(19951439,
2167.555.64
(31058951
(50,000.00)
(299.460.80)
(97019663
120.71525
(362,500.00)
(480,000.00)
115000000

& 6/30/2020

None (Default) v

(121,550.00)
500.00
0.05
2469.30
0.00

0.00

0.00
3225188
444.90
3130.00
103.503.60
5.000.00
0.00
258.988.09
0.00
2243396
0.00
55,000.00
(167,639.82)
(78.715.80)
0.02)

0.00

000

718/2020
7/22/2020
72212020
7122/2020
7/22/2020
7/22/2020
7/22/2020
71812020
72212020
/2212020
712212020
7/82020
7122/2020
71812020
7/82020
7182020
712212020
72212020
7182020
1/15/2020
722/2020
7/22/2020
7/22/2030

Actic

A Notifications

Template
Bank Aceou.
General List
General List
Bank Accou.
Associated..
General List
Amartizable...
SUBLEDGE.
Subledger .
GEN_LIST ...
GEN_LIST ..
Amortizable...
General List
SUBLEDGE.
Subledger
General List
General List
Schedule List
Deferred
Suspense
Schedule List

Accruable

Accruable

erEpARER

= Todolist  (BY) o, Blackline

Default Filters
Reconciliations Only

Team Assignments

Sorting o

® @

Fields 16
Status

Key

Risk

Team

Entity

Account
Business Unit
ProfitCtr

Chart of Account

System

slo Wk RO K X XK

Termlate

e
Cncy
GL Balance

Unidentitied

® XK X

Prep Due Date

Reconciliation grid with the Template column being repositioned for better visibility

8. Close the Default Filters pane
Once you have arranged the columns as desired, click the arrow at the top
right corner to close the Default Filters pane.
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9. Filter for a specific template type
In the Template column filter box, type or select the template type you want
to focus on, such as "General List." The grid updates to show only accounts

that use the selected template.

M BLACKLINE
Reconciliations~ 7

Y)  Createafilter ie. GL Balance > 2,000)

Action Status Key  Risk
Edit Not Frepared Yes  Med
Edit Not Prepared Yes  Med
Edit Not Prepared Yes  Med
Edit Not Prepared No  Low
Edit Not Prepared Yes Med

SystemCertified ~ No  Low

System Certified ~ No  Low

Not Required Yes High
Not Prepared Yes  Med
Edit Not Prepared Yes  Med
Edit Not Prepared Yes  Med
Edit Not Prepared Yes  Med
Not Prepared Yes Med

System Decertified No  Med

System Certified ~ No  Low
Not Required No  Low
Rejected No  Low

Edit Not Prepared No

Edit Not Prepared No

Edit Not Prepared No

Edit Not Prepared No Low

Template feam
Gene

General List

General List
| General List
|General List
| General List
General List
| General List
General List
| General List
General List
General List
General List
| General List
| General List
| General List
| General List
| General List

GeneralList

GeneralList.

[ GeneralList

JGeneriList

Entity

C0035-Paris

C0035 Paris
€0035-Paris
€0035-Paris
£0035-Paris
'CO035-Paris
£0035-Paris
C0035-Paris
C0035-Paris
€0035 Paris
€0035-Paris
€0035.Paris
£0035.Paris
CO043-Syd.

C0043:Syd..
€0043-Syd.

£0043-Syd...
C0043-Syd

€0043-Syd.

CO043-Syd.

C0043-Syd.

40191

40192
40193

404
409
ass
467
487
531
70111
70114
70116
7017
1002
1003
1009
009
1130
131
132

1260

Page

Page2

102
101
102
1103
102

1

AR
AR
AR

& 6/30/2020 A Notifications

238763
76838
76838
76838
76838

IC BS Paris to London

IC BS Paris to Atlanta

IC BS Paris ta Sydney
Fournisseurs d'immobilisati
Fournisseurs débiteurs
Associés - Comptes courants
Autres comptes débiteurs 0...
Produits constatés d'avance
Caisse eneuro

Vi

s - Hors groupe

To do list

None (Default) v | Actions v

ereanes
BU' User, Blackline

EUR 25000.00
EUR 8.540.00
EUR (2146.00)

EUR 180.462.00)

EUR 15.000.00
EUR 0.00
EUR 0.00
EUR 79,500.00)
EUR 11559200

EUR (41399135

11753.00 7/812

(1487.00) T/8/2
(1,279.00) 7/8/%
180.462.00 7/22

100000

0.00
000 7722

0.00 7/812
(20,687.38) 7/812
(7.000.000... 7/8/2

Ventes F
Ventes - Intra Groupe Paris
Ventes - Intra Groupe Paris .
National Sweep Account
Commonweslth Sweep Acc...
Petty Cash

Petty Cash

Accounts Receivable - Procd.

Accounts Receivable - Prod...
Aceounts Recelvable - Prod.

Deposits

EUR 210,001

EUR (75,940.00)
EUR (36,70:0.00)
AUD 500.00
AUD 0.05
AUD 5.500.00
AUD 5.500.00
AUD 726.730.58
AUD 44170061
AUD 92309203
AUD 126,005.93

Reconciliation grid filtered to show only "General List" templates
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Opening the reconciliation screen

10. Enter the reconciliation screen for a specific account
Click the Edit link in the Action column for the account you want to work

on. This opens its reconciliation screen.

M BLACKLINE
Reconciliations~ 7

Create a filter (ie. GL Balance » 2,000)

Action Status Key  Risk
Edit Not Prepared Yes  Med
[ kit | NotPrepared Yos  Med
Edit Not Prepared Yes  Med
Edit Not Prepared No  Low
Edit Not Prepared Yes Med
View System Certified No Low
SystemCertified  No  Low
Not Reatired Yes  High
Not Prepared Yes  Med
Edit Not Prepared Yes  Med
Edit Not Prepared Yes  Med
Edit Not Prepared Yes  Med
Edit Not Prepared Yes Med
Edit System Decertified  No Med
View SystemCertificd  No  Low
View Not Reavired No  Low
Rejected No  Low

Not Prepared No

Edit Not Prepared No

Not Prepared No
Edit Not Prepared No Low

General List

General List
| General List
| General List
| General List
General List
| General List
|General List
| General List
General List
| General List
|General List
| General List
| General List
| General List
General List
| General List
GeneralList
[GeneralList.

GeneralList

JGeneriList

C0035-Paris

C0035 Paris
€0035-Paris
£0035-Paris
CO035-Paris
'CO035-Paris
€0035-Paris
C0035-Paris
C0035-Paris
C0035 Paris
€0035-Paris
€0035.Paris
CO035-Paris
CO043.Syd.

C0043-5yd..
C0043Syd

C0043-5yd..
€0043Syd.

€0043-5,
CO043-Syd.

€0043-5yd.

40191

40192
40193
404
409
as5
467
487
531
70111
70114
70116
7017
1002
1003
1009
1009
130
131
132
1260

Page2

102
101
102
103
102

cA
AR
AR
AR

& 6/30/2020 A& Notifications

238763
76838
76838
76838
76838

IC BS Paris to London

CBS Paris to Atlanta
C BS Paris to Sydney
Fournisseurs d'immobilisati
Fournisseurs débiteurs
Associés - Comptes courants
Autres comptes débiteurs o...
Produits constatés d'avance
Caisse en euro

Ventes - Hors groupe:

Ventes - Intra Groupe Parls .
Ventes - Intra Groupe Paris ..
Ventes - Intra Groupe Paris .
National Sweep Account
Commanwealth Sweep Acc...
Petty Cash

Petty Cash

Accounts Receivable - Procl.
Accounts Receivable - Progl...
Accounts Recelvable - Prod...

Deposits

To do list

None (Detault) v

Crcy.

EUR

EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR

GL Balance

25,000.00

8540.00
{2146.00)
(180.462.00)
15,000.00
0.00
0.00
(679,500.00)
11559200
(41399135
{210,000.00)
(75.940.00)
(38,700.00)
500.00
0.05
5.500.00
5500.00
726.730.58
44170061
92309203
126,005.93

Clicking "Edit" to open the reconciliation screen for a filtered account
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BU' User, Blackline

Actions v | («)

Unidentified

11753.00

(L487.00) T/8/2
(L279.00) 7/812
180462.00 7/22,
100000 7/8/%
0.00 722,
0.00 7722
0.00 7812
(21.687.38) 7/812
(7.000.000... 78/
(25.000.00) 7/8/
(20.790.00) 7/8/2
(13,700.00) 7/8/
500.00 7/22;
0.05 7/22
0.00 7/22
0.00 7/22
0.00 7/22,
0.00 7722/
000 7722,

000 722

»
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The reconciliation screen displays detailed account information at the top,
including entity, account number, and description. The screen is titled
"General List Template - Reconciliations Screen."

¥)

Action

Edit
Edit
Edit

Edit

Edit

Edit
Edit
Edit
Edit

Edit

Edit

Edit
Edit
Edit

Edit

The reconciliation screen includes two key sections:

M BLACKLINE

Reconciliationsv =

Create a filter (i.e. GL Balance > 2,000)

Status ey
Not Prepared Yes.
Not Prepared Yes
Not Prepared Yes
Not Prepared No

Not Prepared Yes
System Certified No

System Certitied No

Not Required Yes
Not Prepared Yes.
Not Prepared Yes
Not Prepared Yes.
Not Prepared Yes
Not Prepared Yes

System Decertified  No

System Certified Mo
Not Required No
Rejected No
Not Prepared No
Not Prepared No
Not Prepared No
Not Prepared No

Risk

General List

General List
| General List
|General List
| General List
General List
| General List
General List
| General List
General List
General List
General List
| General List
| General List
| General List
| General List
| General List
GeneralList
GeneralList.

GeneralList

JGeneriList

Template feam
v]|Gene ¥ ¥

C0035-Paris

C0035 Paris
€0035-Paris
€0035-Paris
£0035-Paris
'CO035-Paris
CO035-Paris
C0035-Paris
C0035-Paris
€035 Paris
€0035-Paris
€0035-Paris
£0035.Paris
CO043-Syd.

CO043-5yd,..
€0043-Syd.

£0043-Syd...
C0043-Syd

€0043-Syd.

£0043-Syd

C0043-Syd.

40191

40192
40193

531
70111
70114
70116
7017
1002
1003
1009
009
1130
131
132
1260

ProfitCtr.

Page2

102
101
102
1103
102

& 6/30/2020

A Notifications

ChartofAc.. System Description

AR
AR
AR

238763
76838
76838
76838
76838

= Todolist

None (Detault] v

erepaRER

BY' User, Blackline

| Actions v | (<)

)

Cror GLosence UndentfedPrepDu
|C BS Paris to London EUR 25000.00 11753.00 7/8/2 =
1C BS Paris to Atlanta EUR 8.540.00 (1.487.00) 7/8/2
|C BS Paris to Sydney EUR (2.146.00) (1.279.00) 7/8/%
Fournisseurs d'immobilisati.. EUR 180.462.00) 18046200 7/22
Fournisseurs débiteurs EUR 15.000.00 1,000.00 7/8/%
Associés - Comptes courants EUR 0.00 0.00 722
Autres comptes débiteurs o.. EUR 0.00 0.00 722
Produits constatés d'avance  EUR (679,500.00) 0.00 7/872
Caisse eneuro EUR 115.592.00 (2L687.38) 7/8/2
Ventes - Hors groupe EUR (41,399.135... (7.000.000... 7/8/
Ventes Paris... EUR 210,001 (25.000.00) 7/8/%
Ventes - Intra Groupe Paris EUR (75.940.00) (20.790.00) 7/8/z
Ventes - Intra Groupe Paris ... EUR (38700.00) (13,700.00) 7/8/%
National Sweep Account AUD 500.00 500.00 7/22;
Commonwealth Sweep Acc... AUD 005 0.05 7722
Petty Cash AUD 5.500.00 0.00 7/22,
Petty Cash AUD 5500.00 0.00 7/22,
Accounts Receivable - Prod... AUD 72673058 0.00 7722,
Accounts Receivable - Prod... AUD 44170061 0.00 722,
Accounts Receivable - Prod... AUD 923,092.03 0.00 7/22,
Deposits AUD 126,00593 0.00 722 -

General List Template reconciliation screen showing account details

»

* Reconciliation Account Information: Shows the entity and account
details at the top.
e Supporting Items: Where you add open item details, comments, and

documents to complete the reconciliation.
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Reviewing account information

11. View account information

Click the information icon (®) next to the account name (for example,
"C0050-Denver-1260------ Deposits") to open the account information
window. This window contains permanent details about the account, such
as currency, risk rating, assigned preparer, and approver.

% BLACKLINE B 6/30/2020 A Notifications = Todo list BUY U;::E;hckline
Reconciliation

€O050-Denver-1260----- Deposits &)

¥ BlackLine Systems. @ x
Certification dates are displayed in (UTC-08:00) Pacific Time (US & Canadal = V.| Include Previous Period | (Nonej v
Assigned To Certified By Certification Date

Rate B

USR0S Preparer (Monthly) User, Blackiine usp usp
Summary Items Approver (Manthly)  Blac
Currently, there are no summary items for thi Reviewer (Never) Not
Supporting Items

il Company Policy: Full Policy
Currently, there item and timely basis to verify that all items were

acco

correctly posted to the account. All open items within the account must be included and aged in the
reconciliation until appropriately cleared or disposed. Detailed Company Policies are accessible using the
Full Policy hyperlink above 5,04 ol 0

100,008
69,051.94 69,051.94

Multi-Currency GL Balances sheet account an account’s general ledger balance to a

balance, bank or other y statemer n, or addit that

€ney, Transa) tely supports the account's balance. Reconciliation is the process of comparing information that Rate. usp

re) sources or systems, analyzing 5 and making corrections so that the

d consistent between the GL and suppor systems.
Q.  AUD " count with templates in which 1om4 10.223.80

are data (ERP, bank, subledger, schedules, etc.), investi .
Q. MxN and tak ired act - 00784 56,826.14
6505194
Comments Al Cormment
Currently. there for th

Supporting Documents Akl Dogumen

Account information window showing account details, currency, risk rating, preparer,
and approver
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12. Review company policy and purpose
In the account information window, review the Company Policy section,
which outlines the policy for reconciling balance sheet accounts. Read the
Purpose section, which explains the objective of the reconciliation for this
account. Make sure this information is complete so future preparers

understand the context and requirements for the reconciliation.

Reconciliation

fate USD - USD 1

Coey.

Q.  AuD
a MxN

Comments

M BLACKLINE

CO050-Denver-1260

B 6/30/2020

Q

Summary ltems

CGurrently, there are no summary items for thi

Supporting ltems

Cuarrently; theré are 1o bpen suppartin

Multi-Currency GL Balances

& BlackLine Systems

Purpose:

Abalance sheet account rec
subledger balance, bank

hat the
systems.
which
repancies,

for example, Prepaid Rent (vou pay the landior 31tor rent due on August

, Gait of Assets, Repairs and
Legal Expense, and Bad Debt E o or Write-Offs.
abalance
heet t 1t
econciliation hased on configured b i has Gl Balance

& accou
Apply

Note: Applying changes will also update all uncertified reconciliations.

th
rmation that

Supporting Documents

Currentiy, there are ro comments stored for this reconciliation,

e - 5 PREPARER
& Notifications = Todolist BU ),y Blackline
(3 x
Include Previous Period | (Nonej v
usop usp
Add Syportioe ltem
905194 905154
100.00%
6905194 69,051.94
Rate usp
10224 1022380
0784 5552814
B9051 54
Add Comment
fsdel Dogument

Account information window showing the Company Policy and Purpose sections
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13. Document the reconciliation procedure

Locate the Reconciliation Procedure section in the same window. Enter or

review the step-by-step procedure for completing the reconciliation,

including how supporting items relate to the GL balance. Reference any
applicable guidelines and ensure the procedure is clear and complete.

Reconciliation

CO050-Denver-1260----— Deposits 0

M BLACKLINE B 6/30/2020

¥ BlackLine Systems

Rate USD - USD 1

Summary ltems

Currently, there are no summary items for thi

Supporting ltems

Currently, then

9 0pen su

Reconcillation Procedure:

Th
the

Multi-Currency GL Balances

she ith thy
P hasert on canfietiree biisiness
Gy, Transa)
Apply
QAU
Note: Applying changes will also update all uncertified reconciliations.

o MxN
Comments

Currently, there are rio comments stored for this reconciliation.

Supporting Documents

#= Todolist

69.051.84

69,081.24

Rate

oares

BU User, Blackiine

uso

1022360
5882814

305154

Account information window showing the Reconciliation Procedure section and Apply

button

14. Apply and save account information

After entering or reviewing all required information—Company Policy,
Purpose, and Reconciliation Procedure—click Apply at the bottom of the
account information window. Applying these changes also updates all

uncertified reconciliations for this account.
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When you click Apply, the entered information is saved for all future
periods, and the preparer can view and edit it each month.

M BLACKLINE 8 6/30/2020 A Notifications = Todo list B [ or Blackline
Reconciliation

CO050-Denver-1260------ Deposit @

¥ BlackLine Systems [ x

v | Include Previous Period | (Nanej v

Rate USD - USD 1 usp usp

Purpose:
Summary Items
¥ Abalance sheet acmum reconciliation is the comparison of an account’s general ledger L\alanca ln a

Currently, there are no summary ftems for thi subledger bal k or other third party ystem, or
sport: 's balance. ion s the process of comparing m!mwmmum

exists in two (or More) Sources or systems, a
Supporting ltems information i accurate, complete and consistent between the GL and supporting sources or systems.

BlackL for o wilh Soraes i which
Ciirenlly tHers i can quickly c ta (ERP, bank, subledger, schedules, etc ), investigate discrepancies,

y
— 069.051.54 69,051.54
Reconciliation Procedure: Guidelines
The balance in the account is verified by a list of lated to how they 2 o0 .00%

the GL balance. For example, companants of Pétty Cash, fruantory, Deposits, Prepaid Expanses that
are not amortizable for example, Prepaid Rent (vou pay the fandlord on July 31 for rent due on August
1), Comman Stock Income, Gain on Sale of Assets, Repairs and SR R
Maintenance, Legal Expense, and Bad Debt Expense or Write-Offs.

Multi-Currency GL Balances it to-certificatian) bal
sheat aceount data h the account i fthe
reconciliation business nles and it s ares metsuch as G| Balance
Crey, Transa) Rate s
ol —
Q  AuD 1024 1022380
Note: Applying changes will also update all uncertified reconciliations.
o MxN = ons s5.ar1s
e Bo05L5
Comments Addl Conient

Currently, there are ro comments stored for this reconciliation.

Supporting Documents

sument

BlackLine Systems pop-up with the Apply button highlighted
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Working with supporting items

15. Review the General Ledger (GL) balance

The GL Balance section shows the balance imported automatically from the
ERP system, such as SAP S/4HANA. This value is used to compare against

your supporting items during reconciliation.

General List Template - Reconciliations Screen

% BLACKLINE

Reconciliation

* Reconciliation Account Information: It
shows an entity and account
information.

* Supporting Items: |n this section, the
Preparer can add item (open items)
details in the reconciliation with
appropriate comments and documents,

* Unidentified Difference: It shows the
difference between the GL balance and
supporting items total balance.

* General Ledger Balance: It refers to the
automatic balance interface from SAP
S/AHANA.

C0050-Denver 1260 Deposits ()

Muti-Currency GL Balances

Reconciliation screen highlighting the GL Balance section
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16. Add a supporting item

On the main reconciliation screen, locate the Supporting Items section and
click the Add Supporting Item hyperlink on the right side of the header.
This opens the Add Item page.

M BLACKLINE B 6/30/2020 A Notifications = Todolist @ Uror Biackine
Reconciliation

CODS0-Denver-1260------ Deposits &

¥ BlackLine Systems [ x

Rate USD - USD 1 usp usp

Summary ltems

Currently, there are no summary items for thi

Supporting Items

Currently, thers are no

9,051 905134
100.00%
69,051.94 69,051.94
Multi-Currency GL Balances i
the
reconciliation uree bissiness niles 2 nditinns are med. suchas Gl Balance 7
Cncy. Transa) Rate s
Aoy
a AU 102 10223
Note: Applying changes will also update all uncertified reconciliations.
o MxN - oss
Comments

Currently, there are o comments stored for this reconcifiation.

Supporting Documents Ade Documal

Reconciliation screen with the Add Supporting Item hyperlink highlighted

17. Enter supporting item details
On the Add Item page, fill in the required fields:

e Txn. Amount: Enter the transaction amount (for example, 10,223.80
UsSD).

e Amount: Enter the amount (for example, 10,223.80 USD).

* Alternate Amount: Enter if applicable.

e Rpt. Amount: Enter the reporting amount (for example, 10,223.80
USD).

e Origination Date: Enter the date the transaction originated (for
example, 6/30/2020).

e Open Date: Enter the open date (for example, 6/30/2020).

* Item Class: Select the appropriate class (for example, List
Component).
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Optional fields include Close Date, Iltem Sub-Type, Reference, Invoice
Number, Journal Entry Number, and Offset Account Number.

FREPARER

M BLACKLINE & 6/30/2020 A Notifications 7= Todolist BY ser, Blackline
Reconciliation

C0050-Denver-1260--- Deposits O

Show  Reporting/Account v Include Previous Period  {None) v
Rate USD-USD:1 usp usp

Summary Items

Currently, there are no summary items for this recanciliation.

Supporting Items lmpert Export Queries Close Delete Closed ltems

Currently, there are no open supporting items for this reconciliation.

[Unidentified Difference 69,052.94 69,051.94
100.00%
GL Balance 69,051.94 69,051.94
Multi-Currency GL Balances
Transactional Unidentified
Cney. Transactional Amount Rate usb Rate usb
Difference
Q AuD 10,000.00 10,000.00 10224 1022380 10224 10,223.80
Q  MXN 750,000.00 750,000.00 0.0784 58,828.14 0.0784 56,828.14
69,051.94 59,051.94

Add Item page showing required fields and item class selection

18. Enter optional and descriptive information
If your supporting document has a different date, update the Origination
Date and Open Date accordingly. Fill in optional fields as needed:

e Close Date

e |tem Sub-Type

e Reference

e Invoice Number

e Journal Entry Number

e Offset Account Number

Generated with docsie.io
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Enter a clear and meaningful description, for example, "Deposit on XYZ

Office Space for expansion of local offices."

FREPARER

Add Item page with optional fields and description highlighted

19. Review added supporting items

M BLACKLINE & 6/30/2020 A Notifications 7= Todolist BYY User, Blackline
Reconciliation
C0050-Denver-1260------ Deposits (O
Show  Reporting/Account v Include Previous Period  (None) v
Rate USD-USD:1 usp usD
Summary ltems
Currently, there are no summary items for this reconciliation.
Supporting Items A Import Export Querles Close Delete Closed ltems Sum by None v | Add rting 1t
Aging  Orig. Date Class  Reference Description Reporting Amount Amount
& ) 10- 6/30/2020 L Deposit on ABC Complex is suggested site for storage T el
10 facility,
> & Y% gaom020 L Deposit on XYZ Office Space for expansion of local e T
10 offices.
Subtotal 69,051.94 60,051.04
&< 1] |»|» Page:| 1 |ofl | Go | Pagesize:| 2 Change Item1to 2 of 2
Unidentified Difference 0.00 0.00
0.00%
GL Balance 69,051.94 69,051.94

After saving, review the Supporting Items section on the reconciliation
home screen. Confirm that all added items appear in the list with correct

details, such as:

e Orig. Date: 6/30/2020
e Class: L (List Component)

e Description: for example, "Deposit on ABC Complex is suggested site
for storage facility" and "Deposit on XYZ Office Space for expansion

of local offices"
e Reporting Amount and Amount: for example, 58,828.14 and
10,223.80
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You can add supporting items manually as shown or use other available

import options.

Supporting Items list showing two added items with details

Generated with docsie.io

s e . — . FREPARER
M BLACKLINE = 6/30/2020 A Notifications 7= Todo list BU User, Blackline
Reconciliation
C0050-Denver-1260------ Deposits O
Show  Reporting/Account v Include Previous Period  (None) v
Rate USD-USD:1 usp usD
Summary ltems
Currently, there are no summary items for this reconciliation.
Supporting ltems A Import Export Queries Close Delete Closeditems Sum by None Add S [tem
Aging  Orig. Date Class  Reference Description Reporting Amount Amount
r £ fi
& ) Ho 6/30/2020 L Deposit on ABC Complex is suggested site for storage ey el
10 facility.
> & Y% gaom020 L Deposit on XYZ Office Space for expansion of local e in
10 offices.
Subtotal 69,051.94 60,051.04
] [ L] [&]® Page:| 1 |ofl | C Page size: | 2 Item1to 20f 2
Unidentified Difference 0.00 0.00
0.00%
GL Balance 69,051.94 69,051.94
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20. Review import options for supporting items

On the reconciliation screen, verify that all supporting items are listed under
the Supporting Items section. Each item displays details such as Aging,
Orig. Date, Class, Description, Reporting Amount, and Amount. To add more
items individually, click Add Supporting Iltem on the right. Alternatively,

click Import to import open items in bulk.

M BLACKLINE & 6/30/2020 A Notifications

Reconciliation

C0050-Denver-1260------ Deposits ()

Show Reporting/Account

Rate USD - USD:1

Summary ltems
Currently, there are no summary item<ibr this reconciliation.

g PREPARER
#= Todo list BU User, Blackline
Include Previous Period ~ (None) v
usb usp

Supporting Items A Import Export Queries Close Delete Closeditems Sum by None

Aging  Orig. Date Class  Reference Description Reporting Amount Amount

. & Y% gs0z000 B Deposit.on ABC Complex is suggested site for storage S i
10 facility.

e o no- 6/30/2020 L De!msutonXYZthceSDaceIorexuans\onoﬂoca| 1023380 L0z
10 offices.

Subtotal 69,051,094 60,051.94

«[<|[1][>]» Page:| 1 |ofl [ Go | Pagesize:| 2 |[ Change | Item1to20f2

Unidentified Difference 0.00 0.00

0.00%

GL Balance 69,051.94 69,051.94

Reconciliation screen showing Supporting Iltems, Import, and Add Supporting Item

options
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21. Verify the unidentified difference
Check the Unidentified Difference section at the bottom of the Supporting

Items list. Ensure this value is 0.00, confirming that all amounts are

reconciled and accounted for. The GL Balance should match the subtotal of

your supporting items.

M BLACKLINE & 6/30/2020 M Notifications  #= Todolist  (BU [F L
Reconciliation
C0050-Denver-1260----—- Deposits O
Show  Reporting/Account ¥ Include Previous Period  {None) v
Rate USD - USD:1 Details on Import of usp usD
A e supporting items through
Currently, there are no summary item: excel to be covered in
another video
Supporting ltems A Import Export Oueries Close Delete Closed ltems Sum by None
Aging  Orig. Date Class  Reference Description Reporting Amount Amount
e © 10- 6/30/2020 L Deposit on ABC Complex is suggested site for storage S04 Ty
10 facility.
7 ol W= e L Deposit on XYZ Office Space for expansion of local o e
10 offices.
Subtotal 69,051.94 69,051.94
€)<][]]2]> Page:| 1 |ofl | Go | Pagesize: | 2 |[ Change ltem1to 2 of 2
Unidentified Difference 0.00 0.00
0.00%
GL Balance 69,051.94 69,051.94

Unidentified Difference and GL Balance both showing 0.00 and 69,051.94 respectively
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Adding comments, documents, and hyperlinks

22. Add a comment to the reconciliation
Scroll to the Comments section and click Add Comment on the right to

provide additional context or explanations for the reconciliation.

PREPARER

Comments section with the Add Comment link highlighted

Generated with docsie.io

M BLACKLINE & 6/30/2020 A Notifications 7= Todolist BU {jcer Blackline
Reconciliation
C0050-Denver-1260------ Deposits O
Show  Reporting/Account v Include Previous Period  (None) v
Rate USD - USD:1 Details on Import of usD usD
A e supporting items through
Currently, there are no summary item: excel to be covered in
another video
Supporting ltems A~ Import Export Oueries Close Delete Glosed ltems Sum by None v Add Supporting Iterr
Aging  Orig. Date Class  Reference Description Reporting Amount Amount
2 ® 10- G050 i De,??s.to,\ ABC Complex is suggested site for storage adiia i
10 facility.
2 ) 10- 6/30/2020 L De?osit on XYZ Office Space for expansion of local 1075580 s
10 offices.
Subtotal 69,051.94 69,051.94
1< || [>]» Page: 1 ofl | ln’wi‘ Page size: 2 7{;51\:7 Itemlto20f2
Unidentified Difference 0.00 0.00
0.00%
GL Balance 69,051.94 69,051.94
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In the Comments window, enter your comment in the Comments field (for
example, "Additional deposits made during this month"). Optionally, check
Attach this comment to the account, include in all future, non-certified
reconciliations if you want the comment to persist across periods. Click
Save to store the comment.

Q  MXN 750,000.00 750,000.00 00784 58,6284 0.0784 582814 4
69.051.94 69,051.94
Comments A Add Comment
T Date Submitted By Comments
2 8/11/2022 User, Blackline Additional deposits made in June'22.
Supporting Documents Add Document

Currently, there are no documents stored for this reconciliation.

Add Hyperlink

HyperLinks

Currently there are no Hyperlinks

Certification Statement A

A detailed review of all reconeiling items has been completed to ensure that they are classified correctly and have proper back up and support including sehedules, calculations etc. (30 )
All comments have been reviewed in detail and deemed appropriate { 20 )

Action plans related to Required Adjustments have been reviewed and deemed an appropriate course of action (20}

Any additional support and comments deemed appropriate have been added (20)

All policy and procedures reviewed and analyzed for validity and appropriateness (10)

Total Points 0

Comments entry window with an example comment and Save button
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23. Review saved comments
After saving, the comment appears in the Comments section along with the
date and user information (for example, "Additional deposits made in

June'22"). This provides a clear audit trail for approvers and future
reference.

Q  MXN 750,000.00 750,000.00 0.0784 58,828.14 0.0784 58,828.14 =
69,051.94 69,051.94
Comments A Add Comment
T Date Submitted By Comments
2 8/11/2022 User, Blackline Additional deposits made in June'22.
Supporting Documents Adel Docurment
Currently, there are no documents stored for this reconciliation.
Add Hyperlink

HyperLinks

Currently there are na Hyperlinks

Certification Statement A

A detailed review of all reconciling items has been completed to ensure that they are classified correctly and have proper back up and support including schedules, calculations etc. (30 )
All comments have been reviewed in detail and deemed appropriate {20 )

Action plans related to Required Adjustments have been reviewed and deemed an appropriate course of action (20)

Any additional support and comments deemed appropriate have been added (20 )

All policy and procedures reviewed and analyzed for validity and apprapriateness (10}

Total Points 0

Comments section showing a saved comment with date and user
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24. Attach supporting documents and hyperlinks

To add backup documentation, click Add Document in the Supporting
Documents section. To add relevant links, click Add Hyperlink in the
HyperLinks section. These features let you provide additional evidence or
references for your reconciliation.

Q  MXN 750,000.00 750,000.00 0.0784 58,828.14 0.0784 58,828.14 =
69,051.94 69,051.94
Comments A Add Comment
T Date Submitted By Comments
2 8/11/2022 User, Blackline Additional deposits made in June'22.
Supporting Documents Add Document

Currently, there are no documents stored for this reconciliation.

HyperLinks

Currently there are no Hyperlinks

Certification Statement A

A detailed review of all reconciling items has been completed to ensure that they are classified correctly and have proper back up and support including schedules, calculations etc. (30}
All comments have been reviewed in detail and deemed appropriate {20 )

Action plans related to Required Adjustments have been reviewed and deemed an appropriate course of action (20)

Any additional support and comments deemed appropriate have been added (20)

All policy and procedures reviewed and analyzed for validity and apprapriateness (10}

Total Points a

Add Document and Add Hyperlink options highlighted on the reconciliation screen

Finalizing and certifying the reconciliation

25. Review the Certification Statement section
Scroll to the Certification Statement section at the bottom of the
reconciliation screen. Ensure all checkboxes are selected, confirming:

» A detailed review of all reconciling items has been completed, with
proper backup and support (30 points).

e All comments have been reviewed in detail and deemed appropriate
(20 points).

e Action plans related to required adjustments have been reviewed and
deemed an appropriate course of action (20 points).

¢ Any additional support and comments deemed appropriate have
been added (20 points).

e All policy and procedures have been reviewed and analyzed for
validity and appropriateness (10 points).
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Confirm that the Total Points field displays 100, indicating all certification
requirements are met.

Q  MXN 750,000.00 750,000.00 0.0784 58,828.14 0.0784 58,828.14 -
69,051.94 69.051.94
Comments A Add Comment
T Date Submitted By Comments
2 8/11/2022 User, Blackline Additional deposits made in June'22.
Supporting Documents Add Document

Currently, there are no documents stored for this reconciliation.

HyperLinks

Currently there are no Hyperlinks

Certification Statement A

A detailed review of all reconciling items has been completed to ensure that they are classified correctly and have proper back up and support including schedules, calculations etc. (30 )

[ All comments have been reviewed in detail and deemed appropriate ( 20 )

B Any additional support and comments deemed appropriate have been added (20 )
AII palicy and procedures reviewed and analyzed for validity and appropriateness (10}

Total Points 100

Certification Statement section with all checkboxes selected and total points at 100

26. Verify the Certify button is enabled

Once all certification criteria are met and the Unidentified Difference is
zero, the Certify button becomes enabled and is highlighted in blue. The
section also displays your user signature (for example, "User, Blackline")
and a certification statement in both English and German:

e "l have prepared the account reconciliation for the Period End noted
above."
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"Ich habe die Kontenabstimmung fur den

Zeitraum Ende oben
erwahnt vorbereitet."

Q  MXN 750,000.00 750,000.00 0.0784 58,828.14 0.0784 58,828.14
69.051.94 69.051.94
Comments A i Comment
T Date Submitted By Comments
2 8/11/2022 User, Blackline

Additional deposits made in June22.

Supporting Documents

Currently, there are no documents stored for this reconciliation.

HyperLinks

Add Hyperlink

Currently there are no Hyperlinks

Certification Statement A

A detailed review of all reconciling items has been completed to ensure that they are classified correctly and have proper back up and support including schedules, calculations etc. ( 30}
All comments have been reviewed in detail and deemed appropriate { 20 )

leemed an appropriate course of action (20)
B Any additional support and comments deemed appropriate have been added (20)

JAll palicy and procedures reviewed and analyzed for validity and appropriateness (10)

Total Points 100

Certify button enabled with the certification statement visible
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27. Certify the reconciliation

Click the Certify button to finalize and submit your reconciliation for the
period. The system records your certification, and the reconciliation is
complete.

Q  MXN 750,000.00 750,000.00 0.0784 58,828.14 00784 5582814  *

69,051.94 69,051.94
Comments A

T Date Submitted By Comments

2 8/11/2022 User. Blackline Additional deposits made in June'22.

Supporting Documents

Currently, there are no documents stored for this reconciliation.

HyperLinks

Currently there are no Hyperlinks

Certification Statement A

[ A detailed review of all reconciling items has been completed to ensure that they are classified correctly and have proper back up and support including schedules, calculations etc. (30}
[ All comments have been reviewed in detail and deemed appropriate (20 )

[ Any additional support and comments deemed appropriate have been added (20)
AII palicy and procedures reviewed and analyzed for validity and appropriateness (10 )

Total Points 100

Certify button highlighted, ready to be clicked to complete the process

Summary

You have now learned how to prepare an account reconciliation in
BlackLine: filtering and locating the correct template, reviewing account
information and policies, adding and verifying supporting items,
documenting comments and attachments, and certifying the completed
reconciliation. Following this process each period ensures accurate, well-
supported, and auditable reconciliations.
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