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800.326.4842 

itracs@invtitle.com  

Request Assistance 

Schedule Training 

Important Changes? 

Contact us in the event of any of the       
following changes:  

 New bank or bank account 
 Settlement software upgrade or 

platform change 
 Server upgrade or outage 

Simplify the process of paying 

your monthly iTracs invoice by 

registering a credit card for            

automatic payments.                                  

Tips & Tricks | Reconciliation Retention 

myitracs.com 

You are required to retain copies of your monthly reconciliations each month by regulators. 
iTracs maintains an archived copy of each month’s reconciliations, which are stored in the 
Rynoh software for your convenience. It is important to reiterate that reviewing and signing off 
on your monthly reconciliations is your responsibility and essential for meeting the needs of an 
audit.  To be certain you have the most current balanced reconciliations in your files, review 
your archived reports and re-run any reports if necessary.  

To review and find your archived reports, start by logging into your RynohLive account, then 
follow the steps below: 

 RynohReport Tab 

 Report Set up: Monthly Recon Submission-Archives | Select All Months Available 
 

The status of the report will be indicated under the ThreeWay status. If it says OK, it is 
balanced. You can also view the report by selecting the View Report link. Note: the system 
defaults on the top left to the Page Size of 20 but, if you would like to see a different display, 
choose the drop-down box and select either 10, 20, 50, or 100. Verify that you have a reviewed 
and signed copy for your records and, if not, you can simply view and print or save the report 
to review and sign.  

If your archived or stored reconciliation happens to be out of balance and you need to re-run it 
to reflect any corrections made to the reconciliation, you can follow these simple steps to re-
run an updated reconciliation package: 

 RynohReport Tab. 

 Report Set up. 

 Monthly Recon Submission. 

 Select View/Edit. 

 Go to the bottom of the page and select the hyperlink to Preview and Submit Report Now. 

 Choose the Reconciliation Period from the drop down box. 

 Review the reports that are checked - you shouldn’t need to make any changes. 

 Check the box next to the banks for which you are running reports. The default is to check 
all, so if you have multiple accounts and only need to run 1 or 2, you will have to uncheck the 
boxes next to the accounts you don’t need. 

 Choose the recipient of the monthly report by selecting from the drop-down list or enter the 
email address manually. 

 Click on the Preview and Submit Report Now button. 

 Be sure the bank statements are uploaded or the system will ask you to upload them. 
Refer to the following link if you are unsure how to upload the bank statement:           
https://www.myitracs.com/sites/default/files/static/bankstatementupload.pdf. 

 Preview your reconciliation package. 

 Once you have completed your review, check the box on the top left to verify you have 
reviewed this report. 

 Select Send Now. 

 You will receive an email shortly thereafter with a PDF copy of the monthly reconciliation 
package, and the new copy will be stored in the archived reports. 

 Review and sign your reconciliation and store or save accordingly. 

iTracs provides clients with a daily reconciliation report to help with account balancing while 
providing a platform that encourages best practices and compliance with state regulations.  
These tools, along with a comprehensive level of account review, are essential to ensure you 
are prepared in the event of an audit. It is important to maintain a balanced reconciliation each 
month. We can assist you to balance again and be on your way to compliance. If your report 
does not reflect an “OK” status, contact a member of the iTracs team or send an email to 
itracs@invtitle.com.   

We offer audit preparation services,     

account clean-up services, and more!  

We understand our customers have       

different needs. iTracs offers three               

distinct  service levels:  
 

• Basic   • Enhanced    • Premium 

Learn more here. 

CREDIT CARD REGISTRATION 

https://www.myitracs.com/contact-form
https://www.myitracs.com/training
https://www.myitracs.com/
https://www.myitracs.com/sites/default/files/static/bankstatementupload.pdf
mailto:itracs@invtitle.com
https://www.myitracs.com/sites/default/files/static/serviceoptions.pdf
https://www.myitracs.com/itracs-credit-card-authorization
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Key dates for the monthly reconciliation process are as follows: 

 Last day of last month: Statement cut-off.

 1st day of this month: Download your bank statement from your

bank and upload it to Rynoh. Confirm your bank balance using

the Reconciliation Wizard.

 5th: Preview reconciliation delivered.

 5th through the 9th: Work to clear exceptions on preview

reconciliation.

 10th: Final reconciliation package delivered.

Keep in mind that a member of firm management, or the attorney responsible for the trust account, should 

personally review the account reconciliation to satisfy requirements of ALTA Best Practices and some state 

bars, including North Carolina.  

Use the iTracs checklist to review your account. After you have completed your review, sign the checklist in the 

space provided before filing it with your reconciliation.  

Regular adherence to this practice will ensure you are prepared if your account is selected for audit and help 

you identify any potential issues with your account on a timely basis.  

Monthly Reconciliation Process

 In case you missed it: view prior editions of this newsletter on

https://www.myitracs.com/helpfuldocs. 

 Check out our webpages on cyber and wire fraud:

Investors Title: Wire |  Fraud | National Investors: Wire | Fraud 

 Take advantage of BuyerDocs’ offer of a 10% discount and a 30-day free trial

to title agents and closing attorneys through the VIP program (details below).

News  

Take advantage of savings on 

products and services ranging 

from email encryption to office  

supplies: invtitle.com/vip 

LEARN MORE 

REMINDER 

In some states, 
such as North 
Carolina, there 
may be 
additional review 

and reporting requirements. 
Refer to state requirements to be 
sure that you are complying with 
all of them. According to Rule 
1.15-3, the North Carolina State 
Bar requires you to complete a 
random transaction review of at 
least three transactions for each 
trust account held. You are 
required to review and include 
the following for each 
transaction: 

1. Statement of costs and
receipts

2. Client ledger

3. Cancelled checks or images
thereof

4. Any other documentation
necessary to complete the
review including any required
explanations

Again, this requirement is 
quarterly and should be filed and 
stored with your signed monthly 
reconciliations.   

 NC Quarterly Review Report 

https://www.myitracs.com/
https://www.myitracs.com/sites/default/files/static/monthlyreconchecklist.pdf?20180112
https://www.myitracs.com/helpfuldocs
https://www.invtitle.com/wire
https://www.nititle.com/wire
https://www.nititle.com/fraud
https://www.invtitle.com/vip
https://www.invtitle.com/vip
https://www.ncbar.gov/media/425610/quarterly-review-worksheet.pdf
https://www.invtitle.com/fraud

