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Topic:   OFM Auto-Reconciling and Reporting 
Date:   2/26/2015 

Summary: This cheatsheet will instruct you on how to use the Auto-Reconcile feature in 
OFM to use a bank file of monthly cleared checks to reconcile the Odyssey bank statement.  
In addition, a user may use this functionality to generate a report of checks that have 
been marked as cleared in the Reconcilement window but not yet finalized. 
 
Important:  Odyssey is software owned by Tyler Technologies, Inc.  Any screenshots of Odyssey may contain proprietary 
information that should not be disclosed to non-Odyssey users. 
 

Using a bank file to automatically mark checks as cleared: 
 
1. The User will need to receive a bank file of checks cleared through their bank account for the month.   This file will 

need to be saved to a file location (such as the County Shared drive or the computer C:\ of the user) prior to beginning 
the reconcile process. 
 

2. In OFM, navigate to the bank account Transaction Register screen. 
 

 
 

3. Press your Alt+F1 keys together to activate the Auto-Recon dialog box. 
 

4. Enter your Odyssey UserID and the bank account number for the account you are reconciling.   
 
Note:  You must have reconcilement rights in OFM to be able to perform this function and you must have an email 
address tied to your user account.  For concerns on either of these issues, contact the Helpdesk. 
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5. Select the reporting Cleared Check report if desired.  This will produce a report of the checks that have been marked 

as cleared in the reconcile window.  This option can be used with or without the bank file auto-match process. 
 

6. Select the Outstanding Check report if desired.  This will create a list of all checks in Odyssey that have not been 
marked as cleared.  This option can be used with or without the bank file auto-match process. 

 
7. Select Clear checks and produce discrepancy report if desired.  This is the process where checks are actually marked 

as cleared.   
a. If selected, confirm the format of the bank file; Select your county from the format drop down list. 
b. Click Browse to find the bank file saved prior to beginning this process. 

 

 
 

c. Find the file saved previously, select it and click “Open”. 
 

 
 

8. Click “Add Request”.   
 

 
 

You should get a message across the top of the window indicating that the request was successful. 
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At this point, the process is matching the cleared checks from the bank file to uncleared items in Odyssey.  It is then 
marking the item as cleared just as if you were manually checking items in the reconcile screen: 
 

 
 
9. You will get an email sent to the email address tied to your Odyssey login.  This email will contain an attachment for 

each report you selected above (steps 5, 6 and 7). 
 

 

 
 
10. After receiving these files, go to OFM, click on Chart of Accounts, and select your Odyssey bank account.  Click on the 

yellow Reconcile link. 
 
11. Use the “Bank Reconciliation in Odyssey” Cheatsheet located on ALT F1 to complete the rest of your reconciliation. 
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